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Best friend a secretary ever h'ad 


...the modern ROYAL ELECTRIC! 























EASIEST TO OPERATE! Convenience features like exclusive 
Magic" Margin and Twin-Pak®, the instant-changing ribbon 
fingers never touch—save time, cut typing fatigue toa minimum. 





UNEQUALLED SPEED! Scientific tests on automatic typing 
equipment prove the new Royal Electric is capable of an in- 
credible 195 words per minute! 


MATCHLESS REPRODUCTION! No heavy characters, no faint, 
zy ones. You get the sharpest, most perfectly aligned work 
ver to come out of a typewriter! 


P. S. For a more satisfied boss and a pleasanter job, start hinting 
lor a Royal Electric right now. The Royal Representative can 
arrange a demonstration and free trial. Old typewriters are 


worth plenty in trade. 








There are nore Royal Type mrite rs in office ise 
K ¢ ENTURY BOLD, one i4 Royal type styles. than any other mathe, 


the business-minded ROY, , electric 


Product of Royal McBee Corporation, World's Largest Manufacturer of Typewriters. 





“| WAS FAILING SHORTHAND . . . 
UNTIL | DISCOVERED— 


DICTATION DISCS*’ 


Amazing New Method 
Guarantees to Increase 
Your Shorthand Speed 
—Get Higher Grades, 





15 Minutes Dictation Disc 
Dictation On Each Records Available 
45 RPM Record In All Speeds! 


Boost Your Salary! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 

More Shorthand Speed Means More Money For You! 


Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 








, 7 . matically with higher shorthand speeds. Read what the experts say about 
Look VW hat 7 hese k xperts this practical, inexpensive way to improve your skill. Start right now to 
: boost your earnings as you build your shorthand speed by putting this . 
Sa y A bout T his remarkable system to work for you. 
, y Send No Money! Mail The Coupon Now! / 
H onde ful New System Regardless of how fast (or slow) you now write shorthand there’s a / 
Dictation Disc just for you. Check below the ones you want. Send no 
= i a ea (een ; money — just the coupon. On arrival pay price indicated plus COD and 
The key to shorthand spee is regular dictation prac- ° 
tice nd your records provide the student secretary handling charges. Or, enclose cash, check or money order now and we will 
with a rich supplement to such a program. The ver ship your records postpaid. Either way — this method MUST do every- 
a ican danas ee aidan tan, sens ogee hale ph. —_ iter thing we say it will or you may return records in 10,days for full refund. 
Williom Cohen, World's Shorthand Champion Mail the coupon now! 
(280 wpm for 5 minutes) 
Joantecmminne NEW SPECIAL VOCABULARY SETS 
Themes tote, Gunes, Gonnietes on Professional Education . 
N. Y. State Shorthand Reporters Special Set No. 38 comprises 31 dif- Special Set No. 39 con- | 
; ferent business letters containing 2,442 tains more than 2000 
seas Goakaean than Geni Gee onaitn anaes ie repetitions of the BRIEF FORMS and | repetitions of the 500 
st iients’ work n ore el oy ible. By providing graded 572 repetitions of the PHR ASES, dic- COMMONEST WORDS 
cn cece 1-minute spurts, the results have been tated in speeds of 60, 70, 80 and 90 dictated into 31 different 
; ee Paul Simone, Author of ‘A Stroke in Time WPM. Each of the four records con- letters, also in speeds of 
Instructor, Columbia University tains every brief form. 60, 70, 80 and 90 WPM. 

















ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE “Dietstion 7 Voc. Co Pree i peo 
ew or ’ eo Ve 




















ry, 1959 


R PLET T 18% 
Set No. 61- 
170 Broadway, Dept. TS-1 45 R.P.M. $1.75 each S samtesOhte en. 
| New York 38, N. Y. ip No. 38-45 rpm Set No. 41-45 rpm Set No. 44-45 rpm 0 No. |. 60 & 70 | 
, 4 records—$1.75 ec. 4 records—$1.75 ea. 4 records—$1.75 ea. O No. 2.70 & 80 , 
Pl . } ° 2. No. 91.60 Brief Business Letters Bysiness Letters © No. 3. 80 & 90 
\ ease send me the records indicated. O) We. 91.08 Brief se. 1. 00 & 70 7 me. 08, 008 00 O Complete Set—$5.25 
7 On arrival I will pay price indicated C) No. 93. 80 phrase 6 No. 2. 60 & 70 © No. 14. 110 & 120 
lus COD and handling charges. I B Gomolete sete$s.75 No.8. 70 & 80 1 Ne. 16. 120 & 130 ; aa 
; = g _— _— CG Compiete Set—$5.75 6 Complete Set—$5.75 3 cecesde=S800 es. I 
{ must be delighted or may return rec- Sil te Silt ate : CD No. 4. 90 & 100 | 
\: oe 1 » Hm Set No. 42-45 rpm et No. 47-45 rpm © No. 5. 100 & 110 
1 ord(s) in 10 days for full refund. 4 records-$1.75 ea. és mean on, 6 eaeattect at te, O Ne. 6. 100 & 118 ! 
| Business Letters Business Letters "Office Style Dictation ©) Complete Set—$5.25 | 
0 No. 95. 60 500 O No. 5. 80 & 90 0 No. 23. *(untimed, 
1 ‘a I enclose full payment now, please . No. 96.70 most 1) No. 6. 80 & 90 () No. 24, cmveulian. 33% LP ! 
| ship records postpaid Ne. $6 80 were NC gas cig |G Nscag. atimcenuen —aamne 
‘ $s Dos ’ O No. 8. { 5 .No.26. & insert : J 
1 P O Gonghets Set—$5.75 (© Complete Set—$5.75 0 Complete Set $5.75 eae hg i 
Set No. 40-45 rpm Set No. 43-45 rpm Set No. 50-45 rpm 2 a - = > = 4 
NAME _ 4 records—$1.75 ea. 4 records—$1.75 ea. 4 records—$1.75 ea. lies Pocg cele 
1 Business Letters Business Letters Legal Dictation OC) Complete Set—$8.75 | 
| Feesee Fe fintis | Ate rome | 
A 0. ) No. 10.. J] No 2 
pas E maces | Gai eis Aas eet ie Pee. 
0. ") No. #2. 0. 34. 
! Complete Set—$5.75 (Complete Set—$5.75 OO Complete Set—$5.75 Ss Ne. 4, 100, 116, 120,139! 
EEE ZONE STATE © Transcription Keys Including Sets 38, 39, 40, 41, 42, 43, 44, 47-Complete Book $1.00 | [ Complete Set—$8.75 1 
ANY TWO SETS ONLY $9.95 b a | 
] 











THIS MONTH 

we take a look at how secretaries live 
and work in countries outside the USA. 
Ports of call: Vienna, Helsinki, 

Mexico City, Tokyo. Secre- 


taries the world over have 


Bombay. 
much in 
common—mail, phone calls. visitors. But 
each individual country has its own 

way of handling problems. its own 
customs that lend a special flavor even 

to the business scene. For proof: 


“International Blend.” 


TRAVEL-MINDED ? 

Judging by our mail, a good percentage 

of our readers have dreams of working 

overseas. We can't say we blame them 
even the most routine tasks might be 

fun in Paris or Rome. But an overseas 

job may not be quite as glamorous 

as it sounds—and it’s not easy to 

get. Why? See “ 


Steno Books.” 


Pas ports and 


ANSWERS GALORE... 
from members of our Readers’ Panel on 
two vital subjects—New Year's Resolu- 
tions and Office Collections. 
thoughtful, 


some caustic 


comments were some 


funny, all interesting. 
Nothing like a little pro and con 


discussion to stimui te the mind. 


ALSO . 

tips on how to better your typing 
speed with just a few short minutes’ 
practice a day... 

helpful advice on that universal 
problem, skin care... 

blouses that have all the beauty and 
charm of that too-far-distant Spring 


9 


Some of the 


TODAYS 


SECRE TAR 


JANUARY 1959 


® Departments 


NOTES AND QUOTES, 

PRODUCT POINTS, 5 

ASK THE EXPERTS, 6 

SECRETARIAL BOOKSHELF, 8 

VIEWS FROM THE FRONT OFFICE, 10 
HOW TO: CONDUCT 
THE HUMAN SIDE 
WORD TEASERS, 51 
THE LAST PAGE, 56 


RIGHT FOOT FORWARD 


@ Features 


INTERNATIONAL BLEND, 13 
PASSPORTS AND STENO BOOkS, 17 
KEEPING IN SHAPE—THE TWENTY-DAY 
WE POLL THE PANEL, 22 


® Fashions and Beauty 


GOOD LOOKS COVER, 
SIGNS OF SPRING, 26 
FOR BEAUTY'S SAKE 
SHOPPING SPREE, 5 


@ Skill Building Section 


LEOPOLD STORKOWSKI: NOTES 
WHERE ARE YOU HEADING? 
SHORTHAND PENMANSHIP: JUNIOR 
rYPEWRITING ARRANGEMENTS 
rYPEWRITING SPEED: COMPETENT TYPIST 
rTRANSCRIBING SPEED PRACTICE, 37 
FLASH READING: TO MAKE OR BREAK, 38 
rHE WAITING MAN, 39 

GLOSSARY, 41 

CIVIL ENGINEERING TERMS IN GREGG 
FILE AND FORGET, 48 

OGA CONTEST COPY, 7 


FROM HIs 


AND 
JUNIOR 







TODAY S 
SECRETA 


‘interna;.. 
tional 
blend: 


we \ 
ON THE 
Secretaries from around the 
to tell. 
The handsome background—a world map. 


(Copyright, . Inc. 


Neu 


COVER: beauty—international 
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Convention News. The country's largest employment 
center, the first National Career and Job Show, can 
be seen April 8 to 12, 1959, in the New York Trade 
Show Building. It will be geared to companies 
seeking skilled and college personnel. Purpose?-- 
"to bring together the job and the man."... Survey 
findings indicate the recent National Business Show 
held in New York was a thumping success. Visitors 
totaled 144,486, and most were in a buying mood. 


What’s in a Job Title? A lot, says Mr. Clifford C. 
Cleavin of Montgomery Ward. He cites one firm which 
has achieved unique office morale by applying de- 
mocracy to titles. Everybody has a title. The sec- 
retary is V.P. in charge of letters--and the boss. 


Your Boss Is a Hard Worker according to a recent sur- 
vey taken among management leaders. Sixty-eight per 
cent carry home a bulging briefcase at least one 
night a week. Some 5,000,000 executives do homework 
at the same time as their children. Fifty-five per 
cent of these nighthawks want comfort and efficiency. 
They've proved it by installing office equipment at 
home and giving that TV set some competition. 


To Help These Tired Executives and others like them, 
Itkin Bros., Inc., have devised an executive posture 
chair with a soundless built-in massager. This 
gives the executive a unique opportunity to improve 
his health while sitting down on the job. 


Secretaries Wanted Abroad. The International Cooper- 
ation Administration--administering the U. S. Mutual 
Securities Program--wants competent secretaries for 
vacancies in sixty foreign lands. Jobs are in 
public health, education, etc. Contact Recruitment 
Branch of The International Cooperation Administra- 
tion, 806 Connecticut Ave. NW., Washington 25, D.C. 


COFFEE BREAK DE=LUXE. New baby automat of Concession 
Supply Co., Toledo, Ohio, connects directly to your 
cold water supply. Offers coffee, tea, bouillon, or 
hot coffee...CREDIT DICTAPHONE BORROWING is possible 
for holders of American Express International Credit 
ards. Just present your card at any Dictaphone 
office, borrow now, and pay later...CONGRATULATIONS 
to Mrs. Mary G. Roebling who was the first woman 

in history to be elected to the Board of Governors 
of the New York Stock Exchange. 


] luary 1959 
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GENERAL ‘“ 











Never hurried, 





Never late— 
NASCON 
keeps him 
up to date! 











A secretary's best friend is her 
Nascon Record book by Eaton. 


Take Naseon’s DAY-AT-A-GLANCE: 

One single page lists a day of 15 minute 
appointments from 8 A.M. to 9 P.M. An 
easy way to keep the boss on schedule. on 
time all the time—with this handy Nascon 
book. In rich colors, genuine and 
simulated leathers. From $2.50 to $6.25. 


At your stationers. 


EATON’S 


NASCON “AT-A-GLANCE” RECORD BOOKS 


anton, 


EATON PAPER CORPORATION AER GLANCE- PITTSFIELD, MASSACHUSETTS 





J ROUND CORNERED 
= AND EMBOSSED 


SHADOWBOX 
9 


riendship 


ins 
2531 


50 for $2... . from one pose 
plus 25¢ shipping... 
including special bonus 
of Starlite Case 
and Frame 


Friendship Photo's excitingly new and different 
Shadowbox Prints with deep-sunk embossing and 
softly rounded corners add subtle glamour to that 
treasured snapshot. Prints are wallet-size... 242" x 
3%". Satisfaction guaranteed. Order today. 


FREE 
Starlite Case and 
‘ Frame with each $2 

order. Use as beautiful 
double frame or utility 
case. 
50 for $2 from one pose. 
ee ee ee ee ee oe 
Friendship Photos, Dept. F-13, Quincy 69, Mass. 
Please send me 


(1 25 “Shadowbox” Friendship Photos ... from one 
pose... $1.25 enclosed. 

© 50 “Shadowbox” Friendship Photos . . 
pose 


Sent) 


2 


cad 
' . from one 
. . $2.25. | am to receive bonus of Starlite Case 
4 and Frame at no extra charge with my order of 50. 
| enclose photo, snapshot or negative which you will 
t return unharmed. My money back, airmail, if I'm not 
1 completely satisfied. 


DD siceviorsatdachvedesaethonnsgeences ececcces 

SN btrsannecassbetddscsthudesbedanas ecccccce 

shits kc pskisnsenecicanenanes ZONE .cccccrere 
ae er ascke eas "Wises rit) ———.— 
4 











NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
15 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today’s Secretary, we have secured a 
limited supply of reprints. Each list of 
terms has been printed on an 8! x 11 
sheet of quality stock. Prices are as fol- 
lows: 

25 cents each 

10 to 50 copies—20 cents each 
Over 50 copies—15 cents each 
Complete set of 15—$2.50 


Single copes 


Cash or check for full amount must ac- 
company order. 


Reprint Department 
Today's Secretary 
330 West 42 Street, New York 36, New York 


Please send me copies of each of the 


reprints | have checked below, for which | 
enclose payment of $ 


Atomic Energy Chemical Electronic 


... Banking Electrical Construction 

.... lmport-Export Legal Aviation 

...Radio & TV Oil Contract 

...Agricultural Medical Insurance 
Complete set of 15 

SIs rtascsacsiguis wees lenoeelasNipeisptictens tghtiepeansiccneaikaiedstasiaabdalceiced 

Address 

City 

State 
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Second-class mail 





GOLDEN EXECUTIVE. Time yourself to the 
rest of the world with this international pace 
setter. A map synchronized to the earth’s 
movement gives time in key cities. A grace- 
ful silvered brass case, 4'/2 inches in diam- 
eter, 2 inches to 1 inch high, encloses 8-day, 
15-genuine-ruby-jewel movement of Swiss 
craftsmanship. Relide Clock Co., Dept. TS, 
580 Fifth Ave., New York 36, N.Y. 





DEL-E-TAPE has mastered the art of vanishing. Mistakes disappear 
without trace from letters typed on a Del-e-tape typewriter ribbon. 
No magic wand is necessary—just Del-e-tape and Deleter. Linbar 


Products, Dept. TS, 258 Broadway, New York 7, N.Y. 


LAZY SUSAN. Just right for the artistically 
untidy soul who longs to be neat. Smart, 
revolving for easy access—the Lazy Susan 
features handsome’ gold-tooled compart 
ments marked “Erasers.” “Rubber Bands,” 
“Stamps,” and “Clips.” Pencils rest firmly in 
the center. Red, green, brown: 7 inches by 7 
inches. $4.00, ppd Shopper's Special, Dept 
rs. P.O. Box 505. Bloomington, Ill. 





HANDY MAGNETS. Take a firm hold on your message problems with 
a set of these determined hangers-on. Tack-size magnets are easily 
attached to bulletin boards, cabinets, and desks. Retail 6 for 
59 cents. Bellern Research Corp., Dept. TS, Saugerties, N.Y. 


VISO-DESKPLATE. A clear, heavy gauged 
plastic sheet that covers and protects items 
on pull-out desk shelves. Sheet features a 
self-sealing hinge—just lift the front edge to 
change material. Standard 12'-by 15-inch 
size. Price, $2.98 each: six for $16.80. From 
D. C. Hey Co., Inc., Dept. TS, 2110 Nicollet 
Ave., Minneapolis 4, Minn. 





ADDIMULT SUMMATOR. Convenience and ac- 
| iracy are mathematical certainties with this 
, indy new tool. Simple in construction, it 
is easily with any number of figures up to 

mns across. Made of sturdy two-tone 

t collapses to pocket size. $14.95 

R/B Crafters. Dept. TS, 1642 Fair- 
t Ave., Philadelphia 30, Pa. 
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The amazing 
second sheet 
that delivers 
13 clear copies 
at one typing 


What a second sheet! Strong. 
Stands up better and longer. 
Handles easier. Lies perfectly 
flat. Erases cleaner, quicker. 
Thin and compact for fast 
filing. Seven different colors 
for easier channelling. Next 
time you order second sheets, 
say Sea Foam specified 
first by better offices across 
the country. 






Write Dept. T-1 
for 
free samples. 


SEA FOAM BOND 


BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 
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Be Just as 
Proud of Your 
Erasing 
as You Are of 
Your Typing! 






ies on today’s superb machines 

electrics or standards— typists make occa- 
sional mistakes. But you can be just as 
proud of your erasing as you are of your 
typing. Erasing results are almost unbeliev- 
ably clean and quick with these SPECIAL- 
LY SELECTED WELDON ROBERTS 
ERASERS FOR CORRECTING IMPRESS. 
SIONS MADE THROUGH CARBON 
PAPER OR FABRIC RIBBONS. 


JUST TWO EASY ERASING STEPS: 


l NO. 448 
] a GREEN GLOW. 

Removes surface carbon to prevent 
smearing. Soft green rubber encased 
in spiral paper wrap- 
ping’ with  pull-string 
for easy repointing. 





2 NO. 3650 + 
a GRAYPOINT. 
Removes the final image 
Wood-cased eraser with 
quality gray rubber core 
Easily repointed in any 
pencil sharpener or with 
a knife. Hexagonal; 
won't roll off your desk 
With whisk for brushing 
away eraser crumbs. 
(NO. 365 GRAYPOINT, 
Same eraser without 
whisk.) 


GRAYPOINT. 
NO. 378 


OR: 


With same quality gray 
rubber core. Spiral paper 
wrapped, like NO. 448 
Green Glow. The Gray- 
point Erasers are also 
superb for erasing im- 
pressions typed through 
fabric ribbons 








Order these erasers today 
from your stationer! 


WELDON ROBERTS 


RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 


swe gape PR ce ear aes 


Waldon 















). In addressing a lan yer, ts tt correct to 
say Dear Attorney Jones or Dear Mr. Jones 
in the salutation? What form is correct on 
the envelope , 


A. The correct salutation for a lawyer 
is Dear Mr. Jones. One would not write 
Dear Attorney Jones anv more than one 
would write Dear Advertising Director 
Jones. In other words. Attorney is a de- 
scriptive title, which, if used in an address 
line. would appear after the name. 

In the address. either the inside ad- 
dress or the envelope, these forms are cor- 
rect: Mr. John Jones: Mr. John Jones, At- 
torney at Law: John Jones. Esq. The last 
stvle is considered formal and is not used 
so frequently as it formerly was. 


Q. VF hat is the purpose of the period found 


between word syllables in the dictionary? 


A. Inthe Merriam-Webster Dictionary, 
a centered period in a word simply marks 
the end of an unaccented syllable. It does 
not represent a hyphen. A real hyphen is 
shown as a dark-faced hyphen. 






a1 





Q. When copying material from a lawbook, 
I start out with double quotation marks (“). 
If a passage is quoted in that excerpt, I en- 
close it in single quotation marks (‘). Is 


this procedure correct? 


A. The rule that you are following for 
typing quoted extracts is the correct one 
for general use. In copying legal matter, 
however, it is most important that the ma- 
terial be typed exactly as it appears— 
even to misspellings. Therefore, use the 
following style: 

Type the extract in a shorter line length 
than that used for the balance of the 
manuscript. Do not enclose the extract in 
quotation marks. 

If the balance of the material is in dou- 
ble spacing, type the extract 


spaced. 


single 


BUSINESS ENGLISH 


SECRETARIAL PRACTICE 


Evel tie a Vigele 
20 € oO. of y 


BUSINESS LAW 


RR ert R 
Tele 0.44400 [e 
Marshall Hanna 
TYPEWRITING 


Alan C. Lloyd 


BUSINESS ARITHMETIC 


vivian VV. Aline 


SHORTHAND 
Charles E. Zoubek 


Fiinc WN. Mae Sawyer 


. l am secretary to the president of a 
large manufac turing concern. {s our sta- 
tionery does not have Office of the President 
printed on it and as many people receiving 
my letters have no idea who my employer is, 
would it be proper to type Office of the Presi- 
dent at the top of the letter? 


4. Yes. it would be appropriate to type 
Office of the President in the upper left- 
hand corner of your letterhead. A better 
procedure, however. would be to have 
some letterheads printed with his name. 


eeArry Bielhoay / 
“(16> JOONE> 
tiAPey BIRTHDAY gi. # 


lo you! 





). I would like clarification on a closing 
phrase “creeping” into the boss’ dictation 
“your prompt attention is appreciated.” I 
have always used “your prompt attention 
will be appreciated,” and I wonder who is 
right. 


{. The choice of 
“will be appreciated” depends on the cir- 


“is appreciated” or 


cumstances. If the dictator is referring to 
something that a correspondent has done 
promptly, he would say, “Your prompt 
attention is appreciated.” He appreciates 
it at the time he is dictating. 

If the dictator refers to something that 
the correspondent will do in the future, 
he would say, “Your prompt attention 
will be appreciated.” He will appreciate 
the deed after it has happened. 


Q. Is it correct to use we in correspond- 
x : . ; 
ence when the meaning is I, thus sounding 


less egotistical? 


A. The use of we for / in order not to 
call attention to the writer is an old 
practice, but one that is much less used 
today. The aim of the modern letter 
writer is to express himself naturally 
and simply. 

Members of the medical and _ lega! 
professions, however. use we to mean 'f 
and editorial writers often refer to them- 


selves as we. 


TODAY’S SECRETAR) 














nm 
te 


P44 


oO 


a) Il ould you please differentiate between 
hg an . 

the words. guarantee and guaranty? The dic- 
tionary lists both as nouns with similar mean- 


ne 
is). 


{. Formerly, purists were careful to pre- 
fer guarantee in the verb sense, as “We 
euarantee these goods, and guaranty in 
the noun sense, as “This guaranty is 
vood tor one year.” 

lhe tendency today, however, is to use 
cuarantee as both noun and verb: but 
guaranty is also used to mean a warrant 


or pledge. 


QO. What is the correct salutation when ad- 
dressina a letter to the following: 

Office of the Secretary of State 

State House 

Albany, N. Y. 

Attention: Mary Smith 


{. The correct salutation for a_ lette1 
addressed to an office is Gentlemen. 
Should the office consist entirely of wom- 
en. however, the salutation would be 
Vesdames. 

lhe inclusion of an Attention line has 
no effect on the choice of salutation, as 
the letter is written to the office. 


0). The use of the word error in the follow- 
ing sentence has been challenged: am 
very sorry that this error occurred.” If it is 
beme used incorreé tly. u ould you please give 


me the rule that applic s in this case. 


{. It is dificult to judge the meaning of 

error in this sentence. Accurately used, 
error refers to an unintentional deviation 
from the standard of right: for example. 
‘a transcription error. If an error in 
judgment is meant, mistake is a better 
word: as “It was a mistake to have spent 
so much money.” If the “error” was com- 
mitted through ignorance or heedlessness, 
blunder would be the accurate word. 





Q). Please tell me whether due to or be 
uuse of should be inserted in the following 
ntence: Not all of these should be taught 

the workbook, because the cost of such a 
book to the student would be prohibitive 


sneiasiemenipabaagedias its consequent size. 


{. Due to is used to introduce adjective 
rases modifying nouns: because of is 
ised to introduce adverbial phrases modi- 
vin verbs. 
In the sentence you quote, the subject 
he subordinate clause is cost. The verb 
d he prohibitive. The phrase de- 
odifies this verb: it answers the 
Why? Therefore, because of is 
ise to be used. 


(Continued on page 45) 








NEW CLASSIC 
READY-MASTER 


NO EDGES 


tems 4 
NO STAINS 





Clean white border eliminates dyed edges > \ 


Dyed edges of the master—long the biggest source of 
stains, smears and annoyance in spirit duplicating-— 
have been eliminated by Columbia’s new Classic Ready- 
Master Unit. 

The hectograph coating of the new Classic Ready- 
Master is sealed off short of the edges—leaving a clean, 
dye-free border to handle. There’s no dye to rub off, stain 
and travel from typewriter to duplicator to files, either. 
Everybody and everything connected with your spirit 
duplicating stays cleaner with new Classic Ready- 
Master Units! 

The new Classic Ready-Master Unit incorporates 
these additional features: Tru-Guide Indicia, Tempflo 
Super-coating and Folded Construction . . . addiiional 
guarantees of long, brilliant runs and re-runs! 


FREE SAMPLE—See for your- 
self the new cleanliness new Classic 
Ready-Masters will bring to your spirit 
duplicating. For free sample write, using 
company letterhead: Columbia Ribbon 





& Carbon Mfg. Co., Inc., 941 Herb Hill 
Road, Glen Cove, N. Y. 


| CLASSIC READY-MASTER BY 





COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N.Y. 
COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIF. 











Take the 
quesswork 
out of your 
deskunk 


Here’s a desk mate who takes the 
guesswork out of your job... it 
always has the right answers to 
make you worth more to your 
boss. 

Free your mind of pesky details, 
have time for things that really 
count... it’s easy with an EVER 
READY desk calendar to organ- 
ize your everyday routine. It’s 
also a good way to get ahead 
faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 





EVER READY 
CALENDAR 


MANUFACTURING CO. 


150 Bay Street 
Jersey City, New Jersey 
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HOW YOU SPELL IT. 
vision of Sperry ¢ orp.. 


York 10, N. Y. 16 pp. 
Two-color hy 


and typeu 


Remington Rand, Di- 
315 Fourth Ave... New 
No charge 

wklet containing spelling 


riting syllal ion of the 500 


vicat 


most troublesome evervday words. {/ 
phabetical listing provides look-it-up 
ease. Keep it in your desk for ready 


reference, 


ABOUT THIS STOCK AND BOND BUSINESS. 
Merrill Lynch, Pierce, Fenner Smith. 
70 Pine St... New York 5. ['wo-color 
booklet. 21 pp. No charge. 
Simplified 
ested in a business that can sound com- 
plicated Booklet diffe 
ates between stoc ks and 


and 


N. Y. 


information for those inter- 


investing. renti- 
bonds. adi ises 
and sell stocks. 
read stock tables. Concise ex- 
Stock Exe 


why and when to buy 


and hou to 
planation of the 


( luded. 


, 
hange in- 


FILING MANUAL. \lutual Life Insu: 
of New York. 


ance Co. 
Broadway at 55 St.. New York 


19, N. Y. 35 pp. No charge 
Considers the hree key steps to either 
alphabetic or subject filing evalua- 
tion, classification, and systematic ar- 


rangement. Suggestions for 
of filing 
included. Limited 


available for 


preparation 
hles 


ints 


material and servile ing 
number of repr 


external distribution. 


COMMUNICATIONS HANDBOOK FOR SEC- 
RETARIES. Lucy Graves Mayo. McGraw-Hill 
Book ¢ 0.. Inc.. 330 W. 42 St.. New York 36 
N. Y. 568 pp. $6.95. 


Written for secretaries eager to 


the challenge of communicating 
tively and correctly for their 


accept 

effec- 
employers. 
Covers numerous communication situa- 
and the lang tools for 
dling them. Some chapters: “The 
Writes for The Secre- 
Talks Business”; and “The 
Secretary Plans Business Meetings and 
Trips.” 


tions ruage han- 
Secre- 
tary Business” 


tary for 


1958 HANDBOOK ON WOMEN WORKERS. 


Superintendent of Documents, U. S. Gov- 


ernment Printing Office, Washington 25, 
D. C. 153 pp. 45 cents. 


Published to provide 
women workers and their activities as 
citizens. Includes chapters on State La- 
bor laws; 


information on 


women’s employment by in- 
dustry and occupation, their income and 
earnings, and education and job train- 
ing. Summary of key women’s organiza- 
tions in the United States 


the handbook. 


cone ludes 





Completely port- 

able! Place it any- 

Nata eh a eetas DOSTON 
from desk to desk. 

All metal construc- 

tion. Stronger cutters 
sharper points. Available in 
Green, Blue, Sandtone, Gray. 
Order today from your lo- 
cal stationer. 

C. Howard Hunt Pen Co 


e Camden N 


OND 
BeBe 




















4-WAY FLICK A LINE 


the only complete copy holder 


Reverse its panel! 
Change its height! 
Flick its rubber wheel! 
Left or right! 


Genuine walnut base with pencil groove and 


book ledge. Inclined masonite panel 83, x 14. 


Can be used vertically or horizontally. 
$6.50 prepaid 
Preferred by professionals 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville 2, Ky- 
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For the first time a 
carbon paper that 


WONT CURL...WONT 
SLIP... WONT SMUDGE 


- 
oe 


Roytronic 


2° me 2 od oe on SE -e E eow Ea - tek. Bie -w 8 a - | 


Especially suitable for use with Electric Typewriters 


Roytronic 


ESPECIALLY SUITABLE FOR 


PERFECT COPIES EVERY TIME! 
That’s the promise of ROYTRONIC, the 
new, durable, nonslip carbon paper 
that Roytype has developed after 
many years of product research. 


No fuzzy copies, smudgy fingers! 


Made with pure, imported Carnauba 
Wax, the hard, clean surface puts an 
end to roller-marked copy. Even era- 
ires are so easy to make. You get 
ults that are really crisp and sharp, 
nd you get uniformity of “write’”— 
eet after sheet. 

You'll find it the easiest, cleanest 
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carbon paper 
by Roytype 


ELECTRIC TYPEWRITERS! 
‘ Royal McBee Corporation 
handling carbon you’ve ever used. Dept. D, Port Chester, N. Y. 

ROYTRONIC is packed in a special 
CARBON-KEEPER BOX which slips 
neatly into the stationery slots in a 


desk drawer. | 


I am interested in your new nonslip 
ROYTRONIC Carbon Paper and would 
like to receive a free sample 


Your Name 





Call your Roytype Representative 
—and start using ROYTRONIC today! 


Firm Name 





Street Address 





Get your FREE samples of the new 
ROYTRONIC Carbon Paper for your City ce 
particular requirements. Just fill out Raa acme eer San IB hl me J 

and mail this coupon. 


® carbon papers, ribbons, quality supplies | 
for all business machines 


Products of Royal McBee Corporation, World's Largest Manufacturer of Typewriters 














Writes 3 times 
longer than 
ordinary 
office pens... 
SAVE UP 


TO%... 












® 


CARGO. 
OFFICE PEN 


If you are not using the smooth 
writing Cargo, you are buying 
3 times as many office pens as 
you actually need. Only Cargo 
offers triple the writing mileage 
of other office pens .. . regard- 
less. Only Cargo offers a barrel 
full of ink ...and ink supply is 
always visible. 

Your stationer will show you 
how to save two-thirds on your 
pen purchases. He offers a com- 
plete selection of inks and 
points for all office needs... 
including steno and auditor 
points and reproducing ink. 


only 49 ¢ most models 


LIMITED 
INTRODUCTORY OFFER! 


Purchase one dozen... Get 
second dozen at HALF PRICE! 








ASK YOUR STATIONER i 





For further information, write Dept. 34 


Autopoint Co., Division of Cory Corp. 
3200 W. Peterson Ave., Chicago 45, Illinois 
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VIEWS FROM THE FRONT OFFICE ON... 
OkEICE BORROWING 


A monthly column fe 


aturing top executives’ 


views on various office situations 


REUBEN BERMAN, President, 


CATHERINE R. READY, Assistant Director, 


RAY JOSEPHS, Publ 


ARE YOU A CHRONIC kleptomaniac? If you 
work in an office, the odds are in favor of 
it. 

Never, never would a secretary make 
the office payroll her vacation companion. 
Yet everything else in the office is con- 
sidered fair game, unless it is actually 
nailed down. In this case, it is simple for 
most people to overcome their baser in- 
stincts. 

Ready. of 


To quote Catherine R. 


Bristol-Myers: “The problem of borrow- 
ing oflice supplies seems a small matter. 
Yet pilfering is as dishonest as petty 
larceny. Office supplies are provided with 
one motive in mind—to make jobs sim- 
pler. not to double as fringe benefits. 

“Most secretaries smile at the idea of 
lugging a typewriter home under one arm. 
Why don't they hesitate to cart home 
steno pads, colored pencils, or large 
erasers?” 

The most probable answer is that the 


employee has never stopped to think, to 


realize that such “borrowing” is wrong. 
In her eyes, its a “small thing.” some- 


thing her company can easily afford. 

The different to the 
boss. Says Reuben Berman, president of 
Fair-Tex Mills. Inc. “No employer likes 


his secretary to continually use office sup- 


situation seems 


plies. While the initial cost is light, it can 
snowball. Then too, these supplies must 
be bought at a rate geared to their use, 
and by taking them the employee can 
bring about unexpected shortages.” 

Still another problem is the use of of- 
Ray 


Josephs, public-relations consultant, says 


fice time for personal business. 
this does not necessarily stem from the 
first problem—that of “borrowing” office 
supplies. It is rooted in one of two things. 
“The boss may have been keeping his 
secretary so busy with overtime work that 


she feels justified in taking a few minutes 


Fair-Tex Mills, Inc. 


Educational Service Department, Bristol-Myers Company 


lic Relations Consultant 


to write a personal letter. On the other 
hand, perhaps her work load is so light 
she keeps up the appearance of being 
busy by doing personal tasks. This is a 
direct challenge to her boss to give her 
more responsibility so she won't have 
time on her hands.” 

The chief cause of lost office time? The 
telephone, says Mr. Berman. “The em- 
plovee should realize that taking time for 
personal calls. unless there is a real need 
or emergency, really means that she is 
short-changing her employer.” 

The solution, as these executives see 
it. is to explain the company’s position to 
the employees. For office kleptomaniacs, 
Mr. Josephs has a stronger plan. 

“A partial solution.” he says, “is to 
keep the supply closets locked. appoint a 
guardian, install a postage meter, and 
hope for the best. That won't prevent bor- 
rowing once the supplies reach the secre- 
tary s desk, but it may eliminate a lot of 
wholesale pilfering in the supply room. 

“Draw up a tally of the monthly inven- 

_tory supply, the amount actually used by 
the office so far as it is discernible, and 
the amount left on hand. Hold a meeting 
with your employees. show them the fig- 
ures in black and white, and ask them to 
help cut costs.” 

One exception to the use of company 
material seems permissible. This is in 
connection with the employee's civic proj- 
ects, such as community fund drives, 
where the use of office material would be 
a good public-relations gesture for the 
company. But don’t gaze into a crystal ball 
for the boss’ reaction. Ask him first. 

Mr. Berman rounds it off nicely. He 
says, “A secretary must always under- 
stand she is in a position of trust and 
should never make her employer feel she 
has violated this trust in any way, no mat- 


ter how small.” 
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Conduct a Research Project 


BY 


@ In this age of surveys, polls, and busi- 
ness reports, the art of researching is 
hecoming more and more vital in many 
an office. Not every businessman can af- 
ford to hire outside, highly-trained, and 
consequently expensive researchers. Nei- 
ther can he use his own valuable time 
to do the necessary digging for facts and 
figures. 

Hence, the need to have someone at 
hand who can take over this job and do 
it with reasonable dispatch and efficien- 
cy. And who is more handy than Mr. 
Executives competent and co-operative 
Miss Secretary? 

Since there are so many widely diver- 
gent projects that may require research- 
ing—obviously the steps would vary with 
circumstances—we will attempt to out- 
line a general approach to the assign- 
ment. trusting in our reader's initiative, 
imagination, and intelligence to adapt it 
to her specific problem. 

1. Understand Your Assignment: “Bas- 
ic!” you say—but this involves more 
than just making a note in your short- 
hand pad that you are to compile a his- 
tory of the company for the Annual Re- 
port, or gather data on modern educa- 
tion for the address your boss has been 
asked to give at the next PTA meeting. 

Take the time to ask your employer 
exactly what areas of his subject he 
wants to concentrate on. It would be 
helpful if he were to draft an outline 
of the points he wants covered. 

2. Make A Working Guide: Depend- 
ing on the assignment, you should be 
able to begin a working outline, which 
will, of course, alter as your research 
progresses. Break down those sections to 
be checked within the company files, in- 
dicating the necessary departments, com- 


pany publications, branch offices, ar- 
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chives. etc. Include here the names of 
officials whom you should check person- 
ally. 

List sources that will require outside 
checking—the public library, special 
business associations. other companies, 
museums and historical societies. schools 
and universities. ete. And don’t forget 
the tremendous resources of the United 
States Government through its Printing 
Office, the Department of Labor, the De- 
partment of Health, Education and Wel- 
fare or other appropriate divisions, and 
such organizations as the National 
Chamber of Commerce. 

3. First Things First: Remember that 
while your research job may be the most 
vital assignment on your agenda, other 
people have their special concerns, too. 
This is particularly true of people outside 
your office or company. Do your letter- 
writing and telephoning early in the 
game. giving those you contact a tenta- 
tive deadline for the receipt of the ma- 
terial and presenting your request as 
graciously as possible. Most people are 
pleased to be asked for advice, sugges- 
tions, and help on a project if they know 
why they are being consulted, how the 
material will be used, and why it will 
benefit them to help you. (Reciprocal 
favors. personal or company publicity, 
added prestige, tie-in sales, ete.) 

41. Be Honest: Don't be afraid to ad- 
mit that the topic on which you are seek- 
ing help is a “foreign field” to you—if 
you knew it all, you wouldn't be asking. 
If you're not accustomed to using the 
library, go to the librarian with your 
problem. She can save you hours of 
sheer drudgery and misdirected effort. 

5. Take Notes, Notes, And More 
Notes: Don’t forget to put that shorthand 


to good use in this project. One excellent 


way to keep everything in order is to 
make up a small loose-leaf notebook 
(6 by 9 is handier for toting than the 
larger size) with labeled dividers for the 
different categories. Keep a_ plentiful 
supply of lined paper handy. 

When someone gives you the name of 
another person to contact, get it down 
accurately with company, address, or 
phone number, so you won't have to go 
back in a few days and say, “Was it 
Mary or Marvin Jones you wanted me to 
talk to?” 

If you’re granted an interview, be 
prompt—and arrive with at least an out- 
line of your questions ready. Take as 
full notes as possible, verifying impor- 
tam dates, places, facts, and figures im- 
mediately. But don’t get so engrossed in 
jotting down every word that you over- 
look an interesting remark that deserves 
further exploration. If you find that you 
can't take notes and give your informant 
the attention he deserves, concentrate on 
listening, thinking, and remembering. 
with a note or two as a reminder. Then 
write up your full notes immediately 
after the interview, recalling how the 
person looked, his expressions of anima- 
tion or reluctance, and his whole general 
attitude, as you write. Include the date 
of your interview for future reference. 

6. Accumulate A Backlog of Printed 
Material: It makes sense to build up a 
file of printed material as you go, if you 
can borrow, beg, or buy the necessary 
copies. Keep a complete record of all 
photographs, reports, brochures, letters, 
and other material that you have prom- 
ised to return—and see that they get 
back to their owners intact. Nothing de- 
stroys confidence like failure to keep a 
promise—next time you may be refused 


(Continued on page 52) 
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ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH- Brand Brand Brand Brand 
CORONA A ‘'B Cc D 










AUTOMATIC MARGINS 
Simple one-hand, YES NO NO YES NO 


one-step operation. 


SIGNAL LIGHT 
Positive visual indication YES NO NO NO NO 
if motor is ON or OFF. 
TOTAL TABULATOR CLEAR , 
Clears all stops instantly YES NO NO NO NO 
without moving carriage. 
ERROR CONTROL 
Simplifies correction of errors YES NO NO NO NO 
and line justification. 
BOTTOM MARGIN INDICATOR 
Page Gage accurately YES NO NO YES NO 
indicates bottom margin. 
88 CHARACTER KEYBOARD 
Standard at YES NO YES NO YES 
no extra charge. 
KEYBOARD SLOPE 
Key top slanted to fit YES NO NO NO NO 
natural movements of fingers. 
ROLL-FREE ACTION 
Releases typebar cams YES NO YES NO NO 
with no “scuffing” action. 
SAFETY COVER 
Motor shuts off when cover YES NO NO YES YES 
is raised to change ribbon. 
CUSHIONED TOUCH 
Eliminates jar to sensitive finger YES NO NO NO NO 


tips at end of each stroke. 


THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER YES NO NO NO NO 

























































































DECIDE FOR YOURSELF 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith- 
Corona with any other machine on the market today. You’ll 
see why the Smith-Corona is not just equal...but superior 
to every other brand! Before you buy an electric typewriter, 
call your nearest Smith-Corona representative, and have 
him demonstrate the many exclusive features that make 
the Smith-Corona today’s soundest typewriter investment! 


Smith-Corona Electric 
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Vienna 


Ciseta Possett is blonde, 
pretty, independent, with 
the friendly charm of 
the Viennese. At 
thirty. she has her 
own apartment, a 
pet Siamese cat, an 
amazing knowledge of a variety of 
subjects and a job as the secre- 
tary to one of the top men at the 
Kuefferle A.G. Candy Company. 

Gisie. as her friends call her, 
came to the company straight from 
two years at Handelsschule, a 
state-controlled business school. 
She started out as a typist and 
has now worked for this interna- 
tionally-known firm for ten years. 
Last June, management held a 
celebration at which they voiced 
their pleasure in her effectiveness 
in the office and their desire to see 
her go on for “at least ten years 
more.” 

Gisie’s boss is the majority 
stockholder in the company. He 
also serves as Director General of 
the flourishing enterprise. This 
means that his secretary spends a 
busy day, so busy in fact that she 
has been given an assistant of her 
own. Routine matters are dele- 
gated to this typist, leaving Gisie 
free to attend to more important 


affairs. (Continued on page 46) 


GISELA PosseLt Aas found that a secretarial career can be both interesting and rewarding. The rewards: an apartment of her 


own, a wardrobe of pretty clothes, leisure time for study, relaxing, and having fun. 
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Sue can and does deal with correspondence 






in six European languages, travel is her first 
love—“I have an ‘island itch.”” she says 
and literature, especially English literature. 
a close second. A formidable list of attain- 
ments. Who is she?—Meet Miss Susanna 
Salanne of Helsinki, Finland. 

Susanna is personal secretary to the executive president (managing 
director) of the Puutalo Sales Association for Prefabricated Houses. 
These sell on every continent, and stamp collectors would glory in the 
mail involved. But this girl is not a stamp collector. Her job, like that 
of secretaries the world over, is to open the mail and prepare for dic- 
tation—a chore which falls to her lot at eleven daily. 

Unlike other secretaries, however, Susanna functions in a manner 


and surroundings reminiscent of the U. N. (Continued on page 44) 


a, Bom 


EDITORIAL OFFICES seem to have similar 


~ a atmospheres be they in New York or Bombay. 
“ There are the same crises—the delays at the 


printers. the sudden changes in a carefully 





laid-out page, the equally sudden whims of advertisers, the last-minute 
rewrites ordered by the editors. We can attest to the New York end; in 
Bombay, Indu Rao would be quick to agree. 

Indu is an attractive twenty-six-year-old with large black eyes and 
a warm, cheerful smile. As personal secretary to the Editor and Pub- 
lisher of Flair, a new woman's magazine, she flits from duty to duty, 
smoothing over crises, imparting an air of calm and decision. 

“We find her indispensable,” says her boss, “because she will put 
her hand to anything.” This “anything” includes the taking down of con- 
fidential correspondence, filing, accounting, filling in tax returns, check- 
ing subscription lists, warding off persistent would-be authors who insist 


on seeing the editor proofreading, and (Continued on page 48) 


fr\.J 
_ Mexico Cit 


Mexico 1s THE LAND of bullfights, 
temperamental artists, and soaring 
churches. It is a land of hot tortillas. 
winding roads, and serenading gui- 
tarists. It is also the native land of 
one very special secretary—the Senorita Maria de Lourdes Marin Ricaud. 

The girl who lightly carries this name of many syllables—a slender 
brunette—is also blessed with a many-faceted personality. From 9 to 
6:30, five days a week, Maria de Lourdes acts as a “combination secre- 
tary-assistant correspondent” to Peter Weaver, Head of the Mexico City 
Bureau of McGraw-Hill World News. She works in an office “divided 
against itself’—the furnishings are Mexican, but business machines and 
other practical features are all Yankee. 





hee 


As in other secretarial offices, this one echoes to the sound of typing. 
Yet, once get the cover on that typewriter ‘and this secretary changes 
character—emerging as a correspondent. “I start telephoning or calling 
personally for interviews. This part of the work is really interesting and 
pleasant.” Since many of the people interviewed (Continued on page 44) 
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Mention the name 
Japan and the 
mind generally 
conjures up Visions 
of red-roofed temples, the fv 
soaring magnificence of 
Fujivama, groves of flowering cherry trees 
through which walk demure, beautifully 
kimonoed women. And these things do ex- 
ist. but the old order changeth, even in the 
Orient. 

lake the case of Yoko-Imai (Yoko-san). 
\ petite, pretty twenty-six-year-old, she is 
secretary to Mr. Akiyoshi Tamaki. the presi- 
dent of the Chiyoda Chemical Engineering 
& Construction Co., Ltd.. in Tokyo. A while 
back it would have been unheard of for 
Yoko-san to have such a job: even now, it’s 
unusual, for most secretarial jobs are held 
by men. Women act only as receptionists 
with little chance for responsibility. 

Not so Yoko-san. From the moment she 
arrives in the office—twenty minutes early 
to get a head start on the day's work—until 
she leaves at night—generally an hour after 
closing—she is called upon to exercise judg- 
ment and initiative, to perform a hundred- 
and-one tasks on a highly responsible level. 

“| think | am suited for this type of 
secretarial work,” she says seriously. “I am 
content with everything I am doing.” 

Her daily list of tasks depends on Mr. 
Tamaki and his plans. Every day there are 
many inter-ofhice messages, scheduled ap- 
pointments, telephone calls. She takes notes 
over the phone in a combination of kanji 
(Chinese characters), katakana (a Japa- 
nese phonetic alphabet), and English. Then 
there are always people coming into the 
ofhce. To visitors, Yoko-san serves the tra- 
ditional tea—one of the domestic chores 
that are a part of her office job. 

Occasionally, foreign visitors arrive. 
Yoko-san may be asked to take them to the 
sumo matches and explain this form of 
Japanese wrestling. A graduate of a Catho- 
lic Women’s college in Tokyo, Yoko speaks 
and writes excellent English, finds it most 
helpful in her job. 

Certain visitors do pose a_ problem 
though. When asked what she didn’t like 
about her job, Yoko-san admitted that she 
couldn't always handle people who come 
for donations and newspapermen who 


(Continued on page 46 


YOKO-imMaA! spends a busy day. Among its activities . 
serving tea to office visitors, a stroll in the gardens 


of the Imperial Palace, phone calls, a cafeteria lunch. 


TODAY’S SECRETARY 


rif 


PASSPORTS 


1959 


AND 
STENO 
BOOKS 


... how 
{Oo 

iry 

for 

a job 


overseas 


by 


MARIA JAINSCHIGG 


PPHERE'S A RUMOR, Miss Smith that 
you're beginning to find the horizons 
of Cupcake, Tennessee, a bit limiting. 
Good job and happy home life notwith- 
standing, it seems you yearn for the 
glamour and mystery of foreign shores 
. to type in Tunis... take steno in 
Spain... file in France. 
If your dreams, day and night, have 
a foreign accent, you can do something 
about it. But forget such sugarplums as 
Shalimar at 50 cents an ounce. romance 
a la Hollywood, and heiress-level sal- 
aries. If you're really serious about an 
expatriate job, you've got to step off 
Cloud 9, wipe the stardust out of your 
eyes, and get down to facts. 
Today, there are three main routes to 
foreign service ... through governmental 


and United Nations agencies (perhaps 


~Ne 


the smoothest way). through private in- 
dustry (perhaps the quickest way), and 
through marriage (perhaps the chanciest 
way all around). More about that part 
later. 

If you like the idea of government 
service, you must be prepared to take a 
Civil Service examination. The higher 
your score, the better your chance for 
assignment. Minimum standards: accu- 
rate typing, 40 wam, steno (any form), 
SO wam. 

The U.S. Civil Service Commission, 
in fact, acts as a clearing house for any 
information you will want before apply- 
ing to a special Federal department or 
agency. Ask for Pamphlet 29 when you 
write to them at Washington 25, D.C. 

Significant excerpts from this valuable 
paper indicate that the ideal secretary 
for overseas duty be “twenty-one or over, 
in excellent health—physical and mental 
—single, and without dependents. She 
will generally be required to sign up for 
a minimum of 24 months’ service and be 
able to pass satisfactorily security, char- 
acter, and suitability investigations.” 

If you meet the above standards, pass 
your exam, and are accepted, Uncle Sam 


is prepared to pay your transportation 


to and from your duty post, a salary 
generally the same as that given to 
Federal employees stateside, plus some 
sort of cost-of-living allowance where 
necessary. Housing is government owned 
or rented and may not closely resemble 
the Roman palazzo so many of us ad- 
mired in “Three Coins in the Fountain.” 

The pamphlet says nothing of social 
opportunities, but it’s more than likely 
that if you are smart enough to get the 
job, you can find your own way across 
a dance floor. 

Individual questions, such as “How 
long between acceptance and appoint- 
ment?” or “Can I specify what country 
I'd like?” are best settled just before 
test-taking time, when you know exactly 
what sort of job you're trying for. 


Civil Service exams are given in many 





cities and towns throughout the country 


and in U.S. possessions, so that distant 
travel is not necessary. (Good to know, 
since you have to provide your own type- 
writer and table for the test.) 

Let’s say you're eighteen or nineteen 
and doing fine at your first job. But 
youre gnawed by a desire to collect 
foreign stamps right on the scene. You 
might try Civil Service, of course, but 
then again, you might be the plan-ahead 
type who'd enjoy working for the United 
Nations. This is an excellent idea, for a 
U.N. job gives you a chance to “try on” 
overseas work without first crossing the 
ocean. For complete information, write 
the Office of Personnel, United Nations, 
New York, N. Y. You'll find, of course, 
that there’s a long waiting list of eager 
applicants ahead of you, but at eighteen 
you've got loads of time. Besides, you 
need at least five to six years of office 
experience before theyll consider you. 
Standards are high, and a three-year tour 
of duty in New York is required before 
you may be considered for appointment 
. if at all. Sull, 
it’s worth the effort, particularly if you'll 


to an overseas mission. . 


add languages to your office skills. 
(Continued on page 24) 
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RIGHT FOOT FORWARD ~ 


OR MANY PEOPLE a new year means a new begin- 

ning. Secretaries decide that distant fields look green- 
er and read the want ads. Midyear high school and busi- 
ness school graduates leave classes behind and look for- 
ward to their first full-time positions. Such changes mean 
new tasks, new people, and often new problems. 

A group of seniors to whom I talked recently revealed 
some of the problems they had discovered in working 
part-time this year. All involved human_ relations. 
Technically, the young women are well trained, and they 
have no qualms about their ability to do the work. But 
getting along with all types of people is one subject not 
fully covered in their curriculum. 

The problems they talked about are common to begin- 
ners in oflice work, so they should be interesting to those 
about to embark upon careers. Secretaries who are start- 
ing new jobs may face similar situations. And for the “old 
hands,” these questions and answers may suggest ways 
they can help to make newcomers feel at ease. 


1. “On my first day on the job, a secretary took me 
around the office and introduced me to everybody. But 
how can I remember all those names?” 

A senior who had been working part-time for a year 
offered this solution. “The same thing happened to me, 
but I concentrated on the names of the people in my own 
department. I asked the secretary to give me a list of their 
names. Then I drew a rough sketch of the office and put 
each person’s name on the right desk space. This was a 


big help.” 
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Another student who works part-time found that people 
didn’t remember her name after just hearing it once. 
either. “So.” she explained. “when I speak to anyone, | 
introduce myself and ask the other person to tell me her 
name. Then I write down the name to help me remember 
it.” 

Any job is easier. the girls decided. if you break it into 
smaller parts. Their advice was to take a few names at a 
time, memorize them and connect them with the right 


people, and then go on to several more names. 


2. “Everybody in my office has been there a long time. 
I feel so new and inexperienced. How can I get over this 
feeling?” 

Everyone was a newcomer at one time, a pretty senior 
pointed out. so most people understand how you feel and 
quite a few will try to make you feel that you belong. 
From a Waukegan Miss came the report that she was sur- 
prised to find everyone in her office so friendly. “I was 
scared, too,” she admitted, “but everyone has been very 
nice to me.” 

Her experience brought to mind the classic story about 
the man who was moving to a new town. He asked an old- 
timer whether the people in the town were friendly. The 
old man said, “Let me ask you a question before I answer 
yours. How are the people in the town you live in now?” 

“Oh, they're very neighborly. Theyre always willing to 
lend a helping hand when you need it. We really hate to 
leave because we have so many friends there,” was the 
answer. 
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“Then.” smiled the old-timer. “you'll find the people in 
this town very friendly. too!” 

In short. the attitude of your co-workers depends upon 
vou. If you. as a newcomer, are friendly and willing to 
learn. people will accept you and want to help you right 


from the start. 


3. “What should you do if you discover your boss has 
made a mistake? Being new. 1 hate to tell him about it.” 

Such a situation calls for the utmost tact. the students 
agreed. Its not easy to tell a person he has made an 
error: its even more difficult when the person is the boss, 
One young woman said that when she found a mistake 
made by an accountant in the department. she asked him, 
I've checked it twice and each 
He looked at the column of 


figures and saw his mistake and grinned, “That's the first 


“Is this fleure correct? 
time mv answer is different.” 
mistake ve made—today.” 

Most people will react in a nice way if you point out 
an error tact/ully. When something doesn't seem right 
or if figures don’t add up. ask the boss whether you under- 


stood correctly. This attitude lets him save face. 


|. “How do you develop tact? For instance. how can you 


be tactful when you can’t let someone in to see the boss 
hecause he’s busy?” 

Developing tactfulness interested most of the group. 
One of them said her teacher had asked her to bring up 
this question. because she felt it was so important to their 


progress in busine 
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act, like a good disposition, is something that can be 
acquired through practice until it becomes habitual. A 
simple way to be tactful, according to one student, is to 
“put yourself in the other person’s place. I would ask 
myself, ‘If I wanted to see the boss, and his secretary had 
to turn me down, how would I want her to tell me that?’” 

After thinking about this idea, the group decided that 
if you tempered your refusal by suggesting a later time 
for seeing the boss, you would not hurt the other person’s 
feelings. Remarked a senior, “You could say, ‘I'm sorry, 
but Mr. Brown is busy now. May I call you when he can 
see you?’” Following through on the offer, she added, is 


essential, or you still may lose that person’s good will. 


5. “I was back in the files the other day, and my boss 
came in to get a letter. He bumped me, but he didn’t say 
anything. | didn’t know whether to pretend it was my 
fault and say, ‘Excuse me, or what to do.” 

The group thought the boss was in the wrong and 
should have apologized. However, he may have been too 
flustered to say anything. If the student had said, “Ex- 
cuse me,” it might have sounded sarcastic. The consensus 
was to forget the incident. 


“Next time,” offered one young miss, “don’t stand out 


in the aisle. Leave plenty of room a 
“If there is a next 


I'd head for the per- 


A pert redhead interrupted her. 
time. maybe it wasn’t accidental. 
sonnel manager!” 

The discussion that followed brought out one ground 
rule in human relations: Give the other person the bene- 
fit of the doubt, whenever possible. Avoid being over- 
suspicious of people if you hope to get along with them. 
but don’t let anyone take advantage of you by being too 


cullible. 


6. “You said it was important to get along with everyone 
in the office. If your work is good, though, does it matter 
how popular you are?” 

The current emphasis on human relations may have 
clouded the issue a bit. It is important to get along with 
your boss and co-workers; adaptability and personality 
do count. When a good job or a promotion opens and two 
young women of equal skill apply, the employer usually 
will favor the one with the knack of getting along well 
with people. 

However, the paycheck you receive depends upon your 
production—the amount and quality of work you per- 
form. But business has a right to be choosy. It can hire 
it does not 
And the girl 
who makes a profession of acquiring friends is going over- 


workers who are both proficient and friendly; 


have to settle for one quality or the other. 


board. Every company is running a business, not a popu- 
larity contest. 

The wheels of industry turn more smoothly, though, 
when employees get along with each other and work as a 
team. Fostering good human relations means taking the 
middle road—being neither the “life of the party” nor the 
strife of the party. Consideration for others, tact. polite- 
ness, and a cheerful outlook are assets to any secretary, 


newcomer. and old-timer alike. 
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KEEPING IN SHAPE- 


Here it is—the ] -2-3-zip diet 
designed to give all secretaries a plan that is 


SIMPLE 


concentrates on only two things a day 


SHORT 
requires just five minutes of your time each day 


BALANCED 
planned to improve speed one day and accuracy the next 


day 


PRACTICAL 


can be done anv time from 9-5 o'clock 


A GOOD SPEED BUILDER 
cuaranteed to increase speeds at least two words each 


WwW eek. 


Twelve words in 
every line. 


SPEED BOOSTERS 

It was so nice to get your long letter in the morning mail. 
Yes, more and more work is coming into the office each day. 
We got two big orders last week and two more came in today. 
In fact, if this keeps up, we may need to get one more man. 
If you know of such a person, please let me know about him. 


We all miss the happy person who worked at the fourth desk. 
Just today at lunch we wondered how you liked your new job. 
The new girl writes and talks much the same way as you did. 
You did a fine job of training her, your last week with us. 
We should all like to see you, so plan to see uS very soon. 


ACCURACY HOLDERS 

The annoyances you have had to withstand are unexplainable. 
Our engineers were cautioned to exercise extreme, precision. 
Working hours were arranged to accommodate all the tenants. 
All tools were padded to lessen the hammering disturbances. 
We went to quite a sizeable expense to meet the objections. 


On the happier side, all work is a month ahead of schedule. 
The chief foreman says moving will be possible by next May. 
Past experience shows this construction is record breaking. 
They are in the final stages with all major work completed. 
If all goes well, both of us will have our dreams realized. 
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THE TWENTY-DAY PLAN 


All you need to do ts: 


1. Set aside five minutes a day for a month. An excel- 
lent time is first thing in the morning while your em- 
ployer is reading his mail before giving you dictation. 
Set the margins for a 60 space line. As a warmup exer- 
cise, type two lines of the home-base warmup (a;sldkf- 
jzhfjdksla; etc.). Then, type two lines of the alphabet. 
Be sure to type slowly. getting a feeling of control at the 
typewriter. This should take one minute. 
2. There are ten sentences for speed boosting and ten 
sentences for accuracy holding. Take one sentence each 
day, alternating speed boosting one day and accuracy 
holding the next day. 

Each sentence contains 59 strokes or 12 words. First 
elance over the sentence and practice three or four words 
typing them once or twice. Then look at your watch and 


note the time. Type the sentence four times and stop 


NUMBER PUSH-UPS 


look at your watch and record the time. Subtract the be- 
ginning time. You should have been able to type this in 
a minute. Next day use the first accuracy-holding sen- 
tence. Follow the same procedure. Try to type the sen- 
tence four times in the same length of time. 

The third day, type the second speed-boosting sen- 

tence. Try to type the sentence four times and the first 
word of the sentence the fifth time in the same length of 
time. Each time you type a speed sentence, try to type 
one more word than you typed in the sentence before it. 
Each time you type an accuracy-holding sentence, try to 
type with one or no errors. This procedure should be 
followed for all speed and accuracy sentences. It should 
take two minutes. 
3. Select one technique group for each week. Your goal 
should be to type one line of a drill as many times as 
you typed the speed-boosting and accuracy-holding sen- 
tences. Try to type with one or no errors. This should 
take two minutes. 


1234567890 11 44 77 55 66 33 88 22 99 23 98 45 76 90 12 789 
1 and 2 and 3 and 4 and 5 and 6 and 7 and 8 and 9 and etc. 
we 23 to 59 row 492 you 697 tire 5843 poet 0925 error 34494 
power 09234 type 5603 true 5473 out 975 tie 583 up 70 it 85 
He ate 2 apples, 3 oranges, 4 pears, 9 peaches, and 7 nuts. 


LIGHT-LETTER STEADIERS 

He is to go to it, or to be in it, or to do it, So he Says. 
The men say six may not fit in the new box she got for him. 
The note sent last week lies with dust near that open book. 
First floor files store sales books with extra order forms. 
Six months later, people still wanted carbon copies mailed. 


EYE OPENERS 
Insert six capitals mr. smith will lunch with mr. taylor on monday at the ritz. 
Insert vowels W=- gl-dly m-k- r-f-nds -n m-rch-nd-s- r-t-rn-d -n tw- d-ys. 
Change to Wednesday The meeting for Tuesday has been moved to next Thursday. 


Insert words John ---- he ---- get --- book --- next time -- iS -- town. | 
Correct spacing for An example of this is: a book, a scarf, but no pocketbook. 
punctuation marks 

TYPING BASICS 


Faulty spacing 
Flying capitals 
Key jams 


The talks were given at 2:30 p.m., 3:50 p.m., and 5:00 p.m. 
Ina Sam Joe Sal Una Cal Kit Gay Dot Ken Vic Pam Don Roy Hal 
Did they ask her for the whole week off to take their trip? 


Errors on adjacent A quip: a piece: a question: a poem: a quarter: a quiz 


keys 
Poor alignment Draw a line in five different places on a sheet of paper: then, type your name slightly above 


each one of the five lines. 
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WE POLL THE PANEL ON... 





New Year’s Resolutions 


Happy New Year . 


a happier New Year without them? A questionnaire sent 


*s resolutions! Or would it be 


to 300 panel members reveals that 86 per cent of our 
readers do make resolutions—happily or not. 

Although there is a madness—with oneself—behind 
each method. resolution approaches differ. Seventy-five 
per cent of the “I resolvers” concentrate on correcting 
one major fault; the remaining 25 per cent tackle a num- 
ber of minor ones. 

Members of the Major Fault Party proclaim that by 
combatting one big fault they are eliminating a number 
of minor ones, “Giving one’s all to one project permits a 
maximum of concentration and success,” comments one 
reader. 

Attitudes among Minor Fault followers vary. There 
is the Defeatist: “The bigger habits are harder to 
break”: the Kill-Two-Birds-With-One-Stone Philosopher: 
“Its human to minimize one’s faults. so if I tackle the 
smaller ones, | kill major faults in the process;” and the 
Optimist: “If one takes care of little things, the big 
things take care of themselves.” 

The 14 per cent who constitute the “I Don’t Make 
Any Resolutions” Left Wing split their ticket. Half frown 
upon resolutions of any kind. “Being closer to age forty 
than twenty.” one sadder-but-wiser reader propounds, 
“| realize that as far as resolutions are concerned. Janu- 
ary 1 is just the day after December 31.” A genial just- 
plain-resigned panelist states: “I used to resolve never 
to leave dirty dishes on the sink, but something more 
important always came up so, I just don't make 
resolutions any more.” The remaining 7 per cent? They 
believe resolutions should be a way of life and correct 
faults as they arise. 

One question was asked of all those polled. All of us 
strive to perfect the “inner me.” Will you stand behind 
the right to perk up the “outer you” ?+Ninety-five per 
cent of the panelists approve of this campaign, vowing 
to concentrate on complexion and hand care, new hair 
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styles. polished shoes. and co-ordinated accessories. 


Opposing views are voiced on the weight issue. “I’m 
inclined to be slightly overweight .. . I want to lose 50 
pounds.” And the minority plan: “I'm much too ‘Vogue- 
ish’-—I must gain weight.” 

Our lone male panelist sympathizes with us femmes 
“who are expected to wear different clothes every other 
day. | need only a minor change of socks and ties, and 
the same suit suffices all week.” 

What of the five per cent who vetoed the “outer you” 
plans? Says one: “This question represents crass ego- 
ism, and too much of it is already present in the busi- 
ess world.” Another, more frank. states: “I’m a firm 
believer that beauty is only skin deep—mainly because 
I’m not beauty-contest material.” 

But... are resolutions mere campaign promises? No. 
December ‘58 found many panelists sporting “resolution 
accomplished” smiles. The majority of readers feel they 
were successful in attempts to be better secretaries and 
more pleasant with others. Some individual accomplish- 
ments: “I promised myself I'd stop biting my nails. The 
key to my success? Sheer will power—and ‘Thum.’ a 
solution to discourage thumbsucking in children.” One 
panelist resolved to buy her Christmas cards early—*] 
got them in January.” 

Not all of those without will power had access to a 
bottle of “Thum.” These failed. “I was determined not 
to worry and to have a good time. The result? | just re- 
turned from the hospital and an operation.” Equally sad 
is this lass’s plight. “I didn’t make any resolutions, ex- 
cept to forget a certain man. He came back... I didn't 
keep that one either.” 

To the “I resolvers” who succeeded, TODAY’S SEC- 
RETARY extends congratulations. To those who failed, 
we can only suggest the system of one of our readers: 
“I resolved not to make any resolutions. One can’t lose 
and it gives you the buoyant feeling of being slightly 


radical.” 
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Office Collections 


Office Collection: a gathering of money for chari- 
table purposes, as by passing a collection box jor free 
will offerings. An accurate definition? Yes, concede our 
panel members, give or take a few words—ofllice collec- 
tion opponents emphasizing the take. Members of the 
Anti-O. C. Movement challenge Webster on two terms. 
Charity, they feel, should begin and end at home, not 
reach a climax in the office. And free will should not 
be expensive. 

But, not all frown upon office collections. Of 300 read- 
ers polled, only 7 per cent report that their offices have 
banned this practice. Why? “They are considered an 
imposition on the rights of the individual.” 

Others, it is true, wish collections would be outlawed. 
“Office collections have reached such proportions,” com- 
plains one reader, “that they are not much more than 
a racket. For appearance’s sake, one must contribute 
to all of them.” 

Not only is the would-be contributor burdened with 
loss of face; another panelist calls our attention to the 
no-exchange plight forced upon the recipient. “I’m the 
practical type and cannot see spending money on gifts 
that are neither used nor enjoyed. I just received some 
jewelry (atrocious looking) and no mention was made 
of a possible exchange. The cake, too, was hardly tasty. 
If the gift can’t be used, make it known that it can be 
brought back.” 

Those assailing office collections often complain that 
they are called upon to contribute to funds for people 
they know but slightly. As one panelist puts it: “I believe 
in giving—to loved ones and close friends. But . . . why 
should Mary Carter who works in the steno pool be 
asked to give toward a gift for a girl from another de- 
partment she’s hardly even met?” 

A farfetched argument? Not when one considers the 
amount of money spent annually for such benefits. One- 
third of the panelists polled pay over $25 a year for 


such events as showers, weddings, birthdays, retire- 
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ments, etc. One panelist, a veritable trust fund, has given 
as much as $200 a year. “I’m in a key post with no ex- 
pense account,” she explains. “While minor help pay 
50 cents each, those in key positions give from $1 to $5, 
or until the balance is covered.” Another interesting 
panel result? Those who complain most bitterly about 
collections are often among the 34 per cent who pay 
under $3 a year. The average annual contribution 
$11.33 per person. 

Happily, there are employees who enjoy giving to 
office collections and feel they have solved the accom- 
panying problems. Few are as eager as the reader who 
feels “it is never asking too much to contribute to a 
family of fellow employees,” but they are willing. 

“In our office,” says Beverly Morrow, “an envelope 
is passed around containing the names of all expected 
to give. When one is finished with it, she simply crosses 
off her name. There is no pressure, as no one knows what 
the other has given—or hasn't given.” 

For the frustrated detectives among us, Sharon Hors- 
ley’s plan may be successful. “Twelve of us have formed 
a ‘Secret Pal’ Club, whereby each girl draws the name 
of her ‘secret pal’ out of a hat. Gifts are dropped into 
the inter-departmental mail or delivered by a stranger. 
Old pals are revealed and new ones drawn at the annual 
Christmas Revelation Breakfast.” 

Other solutions: Eileen Chaney prefers “a constitution 
specifying what gift is to be given for what occasion” ; 
Virginia Beveridge recommends “a Sunshine Club, 
whereby money is either deducted from pay checks or 
contributed monthly to a gift pool,” and Blanche Kirk- 
land suggests “an informal contribution scale, the dona- 
tion depending upon the salary bracket.” 

Still not satisfied? One reader has a remedy to entice 
the bitterest antagonist. “Have the company present all 
gifts. The firm will profit as valuable employee time will 
be saved. Just another company benefit.” And just 
another company tax deduction! 














PASSPORTS 


(Continued from page 17) 





Private industry—principally the oil 
and construction companies—is another 
source of foreign employment. The 
classic is the Arabian- American Oil Com- 
pany, whose main installation is at 
Dhahran, Saudi Arabia. If vou write 
vou ll receive sheafs of booklets. docu- 
ments, applications. and pictures that 
would make any travel-happy secretary 
think she’s seen a suburb of Paradise. 

For example. the Aramco settlement 
at Dhahran is actually a self-contained 
(American town with all stateside conveni- 
ences and comforts from supermarkets 
to bowling alleys. Salaries for secretaries 
start at $510 a month and are untax- 
able after seventeen months of over- 
seas work. Living costs run about S200 a 
month—this includes all the usual ex- 
penditures plus an air-conditioned room. 
\ 72-day vacation at the end of 24 
months service is yours for a visit home 
at company expense, and a “local” va- 
cation which could mean Europe, North 
\frica. or somewhere else by plane hop 
gives you two interesting weeks at the 
end of the first vear. All this. amid Mid- 
dle Eastern splendor. and all you have 
to do is be over twenty-one. have three 
to five years of secretarial experience. 
take dictation at 100 wam. type at 60. 
fulfill a few other requirements, and pass 
a screening interview. Address all in- 
quiries to Mr. J. G. Hosmer, Personnel 
Manager. Arabian-American Oil Com- 
pany. 505 Park Avenue. New York, N. Y. 

The construction companies that main- 
tain overseas offices or building projects 
also need secretarial help. However, this 
they frequently recruit from dependents 
of engineers and other personnel hired 
for actual construction jobs. If your 
husband shares your wanderlust, here’s 
the chance for a married girl. 

Barring this. you can still make ap- 
plication direct to the firm. Submit a 
regular résumé, stating your desire to 
work overseas. If you're the sort of per- 
son they're looking for, your name will 
he placed on a list for future use, de- 
pendent upon turnover of personnel and 
number of projects in operation. 

Because of the nature of construction 
work, no individual job lasts longer than 
. most are in the 
neighborhood of eighteen months. But 
once you get the first job and do it well, 


you become a non-official member of an 


two or three years . 


exclusive floating population that can 
move from job to job overseas, either for 
one firm or for several. News gets around, 
and personnel directors of these organi- 
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zations maintain lists of potential over- 
seas employees upon whom they can call. 

But before this kind of work tempts 
you, examine yourself carefully. Busi- 
ness experience of at least five years, 
preferably in similar work, is necessary 
background. A cheerful, independent, 
down-to-earth, self-reliant outlook is vital. 
Over twenty-one you should be, but more 
important than age Is a general maturity 
and common sense that’s more part of 
your character than your birthday. 

Construction camps are not chaper- 
oned finishing schools or holiday resorts, 
either in decor or atmosphere. Neither 
are they generally, insulated communi- 
ties such as the Aramco set-up. Living 
quarters can range all the way from 
quonset huts to luxurious hotel accommo- 
dations, depending on where you're sent 
and the duration of the job at hand. Sal- 
aries are excellent. and cost-of-living 
allowances are made in many cases. 

Its certainly exciting work. finding 
vourself in Greenland one vear, Morocco 
the next, but you've got to be a big cirl 
to take it. 

The best way to get a concise list of 
private industrial concerns with overseas 
jobs available is to purchase or sub- 
scribe to an interesting little publication 
called “Jobs Overseas.” It is issued ev- 
ery two months, at a subscription price 
of $3 a year in the States. It contains, 
among other facts. a changing list of 
firms hiring for overseas. To subscribe, 
write to Harry Godgart, 101 West 42nd 
Street, New York 36, N. Y. 

Send in your résumés to firms you se- 
lect: ask for further information. Don’t 
expect to be hired immediately. Rather, 
keep following up your first leads and 
try to arrange for a personal interview. 

Sorietimes, overseas jobs are available 
thro zh your State Employment Service, 
in cases where the State aids Federal 
agencies on a local basis. This doesn’t 
happen often. but the competition for 
foreign employment is such that the 
more sources looked into, the better. 

The secretary with specialized knowl- 
edge is in a very good position to get an 
overseas assignment quickly. Technical, 
teaching, or other formal training is in 
demand by government agencies. If her 
talents are specialized enough, and dis- 
tinctly American in quality, a girl might 
try for a foreign job with a foreign firm. 
These are difficult to obtain, since the 
employer must supply her with a work 
permit, signifying that a national cannot 
fill the position. There are occasional 
openings—for information write to the 
‘commercial attaché, information, or visa 
services, or legations of the country in 
which you are interested. 


Another way one might get to sit at 
sidewalk cafés for an apéritif, is to pack 
up and take a trip oneself. Once you're 
there—wherever it is—sign in with all 
credentials at the American embassy or 
legation, since on occasion, to quote 
from Pamphlet 29, “the appointee may 
be a U.S. citizen traveling in the area.” 
It could be you if our representatives 
know you re there and an opening occurs. 
Naturally the more popular cities of 
Rome, Paris. and London might show 
slim pickings. but the less traveled areas 
of South America, North Africa, and 
Seandinavia might just might... 
show promise. Obviously. you can’t count 
on it, so don't get stranded. 

The U.S. Information Services are 
always in need of well-qualified stenog- 
raphers twenty-one to thirty-five years of 
age. This is interesting. cultural work, 
but you must be available to go to any of 
the 200 overseas establishments of this 
service. Further information can be pro- 
cured from the Recruitment Branch, 
U.S. Information Agency. 1776 Penn- 
svlvania Avenue, N.W., Washington, 
wD. <.. 

Another long chance is the import- 
export business. Here you first have to 
hurdle the language needs with special- 
ized business terms, but in some cases, 
travel is part of the job. 

Shipboard public stenographer sounds 
good, but it is perhaps the most difficult 
job to obtain because of maritime union 
regulations and the limited number of 
American cruise vessels requiring such 
service. The maritime unions on either 
coast or the Great Lakes can give you 
further information. Or you can apply 
directly to the shipping companies. 

Getting an overseas job depends a 
great deal on letter writing and paper 
work of all kinds. The goal should make 
it worth while. 

Just be absolutely sure, before you 
begin, that overseas work is right for 
you. Be certain your family and friends 
see it that way, too. Running back to 
Mama, getting home for the holidays, 
home cooking and all it means might be- 
come very important when you're 5,000 
miles away. A certain amount of home- 
sickness is natural to anyone, but the 
overwhelming kind that hurts your work 
or makes you miserable can’t be part of 
your overseas baggage. 

If you're not sure whether you're 
truly the travel type, try a stateside job 
too far away from home to make a re- 
turn trip frequently. See how well you 
do, and you'll be better able to judge 
your capacity for overseas work. 

If foreign climes still beckon, then go 
to it—and bon voyage! 
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a winter-weary 
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A. The drawstring blouson by 


conditions. Convertible collar, short sleeves, and one nautical note—brass buttons. In hot pink or green. $3.98. 


Vac Shore Classics. Good news: the fabric—cotton tricknit that looks like a knit, will not shrink or lose 


e under any 


B. Ship *n Shore loves the overblouse. A prime example this. in easy-to-care-for Dacron and cotton. Short sleeves, tailored collar, a doily-dot 
nt that comes in a number of color combinations—all pretty. Ideal for those first “warm” days. Sizes 30-38. $3.98. 

c. For “colder than” days—and there will be more of them—Judy Bond's Turtle-V pullover in fine Orlon knit. Completely full-fashioned with 

| nted turtle back collar, dolman sleeves. Colors: white, black, natural, lilac, juschia, peach. Sizes 34-40. 87.98. 

D. The romantic look an overblouse in white broadcloth with all-over evelet embroidery. High round nec kline, short sleeves. pretty bow. 

Perfect topping for any number of skirts. By Rhoda Lee in sizes 32-38. The price? A modest $5.98. 

E. Horizontal tucks and bands of lace enhance this charming blouse. Drip-dry cotton 4 batiste with lace-trimmed short sleeves and 

club collar. Feminine, Spring-y—before and after five. In u hite, pink, blue, maize, Vi mint. 83.98. A Mac Shore Classic. 


F. Swing along on a silk trapeze—a rose-covered one at that. Judy Bond scatters stylized “} =roses—in purple. magenta, and green on white 


with a lavish hand. Added assets: the bottom vents, bow-ed neckline three-quarter sleeves. Sizes 32-38. 86.98. Where to buy ? page 49 

















LD MAN WINTER is misunderstood. Spring is 

greeted with a positive cheer; summer brings de- 
lightful dreams of white sand and sun-swept beaches. 
Even autumn has a certain nostalgic charm. Yet, let the 
winds blow frosty, the clouds rain snow, and winter is 
out in the cold. 

Winter may be guilty of inclement weather, of bluster- 
ing breezes that play havoc with complexions. But the real 
responsibility for that complexion itself rests right on 
your own shivering shoulders during the cold months. 

“Beauty is only skin deep” remember. The most incom- 
parable and chiseled profile can’t attain it, if your skin 
is dry, oily, or covered by blemishes of acne when it 
should be as clean and shining as the snow flakes drift- 
ing past your window. 

That is where you come in. 

Complexions thrive on individualized attention—atten- 
tion tailored to the seasons as well as skin types. In winter 
especially, your complexion needs pampering to be at 
its loveliest. It is easy to acquire a leathery, dried out 
skin as the result of harsh winds and overheated apart- 
ments. 

The attention given your complexion depends on the 
type of skin you have. Sounds easy enough, doesn’t it? 
Yet a surprising number of people fail to determine this 
correctly. They rob their complexions of potential beauty 
by using the wrong skin preparations. 

Perhaps the most common mistake is that of thinking 
a dry top layer denotes dry skin. Actually, this dryness 
may be only superficial and the skin itself typed as oily. 
To help you in deciding this important question and in 
“winterizing” your complexion to a velvet-smooth glow, 
Georgette Klinger, famous authority on skin care, suggests 
the following measures. 

Dry Skin 

Dry skin can be recognized by a fine-grained, pore- 
less look, a tendency to little lines, parched patches, and 
roughness. Wind and cold leave a taut, tight feeling. 
Powder flies off “with the greatest of ease” or clings 
with a webby effect. The skin itself chaps and flakes. 

Growing beauty in the desert of this complexion re- 
quires definite measures. 

At bedtime cleanse the face thoroughly. If you are 
wearing makeup, slide it off with a makeup removing 
cream, taking special care to remove all lipstick. 

Lipstick in itself poses a problem to people with dry 
skin. Unless completely cleansed off, it may be absorbed 
by the skin bordering on the upper lip and cause a 
spiders web of little wrinkle lines to radiate from the 
mouth. As an extra precaution against this “net work,” 
powder your mouth before applying lipstick. In winter, 
it is also wise to avoid wearing lipstick at least one day 
out of seven to rest and condition the lips. When you 
do use lipstick. choose a creamy brand rather than one 
with a drying effect. 
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Since makeup removing cream is only a surface wipe- 
off further cleansing is necessary. Cream alone cannot 
do a thorough job, and more 





it encourages flabbiness, 
Yet, soaps are too drying. The answer, is a clear liquid 
cleanser especially formulated to lubricate dry skin. It 
deep-cleanses the pores and at the same time firms and 
tones. 

Now, lightly pat in a heavy nourishing cream. Use 
it sparingly, for only a small amount can be absorbed. 
Cup your hands to form a “mask” and with your finger- 
tips, gently massage the cream on in soft, outward strokes 
as if washing your face. Next is the skin under your 
eyes and about your throat—an area of very mixed bless- 
ings. Since the pores here are almost completely closed, 
pimples and blackheads find it a bad invasion ground. 
For the same reason, however, this particular area tends 
to excessive dryness. 

To combat this dryness, use a special eye and neck 
cream. The thick consistency of this cream will cause 
it to adhere to the skin—keeping it constantly lubricated. 

With your fingertips again, work the cream inward 
very gently under your eyes. Use firmer upward strokes 
on your throat. Then pat off all the excess cream with 
tissue. 

In the morning, step into a warm bath. With wet hands, 
apply a moisture cream to your face, much as if it were 
soap. Dampen half your face cloth with water. Fold the 
dry half of the cloth over on top and pat in the cream 
with the dry side. The hot water on the under half of 
the cloth helps melt the cream into the skin, leaving you 
with a refreshed and skin-toned feeling. 

Bath run off and clothes put on, you face the next 
step—makeup. Use a liquid foundation with a special 
oil base that keeps makeup on the skin surface. Since 
it prevents cosmetics from penetrating into the pores, 
dryness is avoided. Never use cake makeup in either 
foundations or rouge. 

Special makeup tips for dry skin include these: Apply 
a cream rouge lightly to emphasize facial contours. Blend 
in eye makeup skillfully to escape that ““madeup” look— 
particularly if you use a lash liner. Excess mascara should 
be removed before it dries, using the side of your index 
finger as a brush. 

For those special once-a-week extras, do this. After 
cleansing the skin, try a facial steaming from the vapor 
of especially formulated herbal teas. This will open and 
cleanse the pores, soothe and refresh the skin. Apply 
cream lightly before steaming. Still another beauty aid, 
which is effective in soothing or softening wind-exposed 
complexions, is a warm cod liver oil mask. 

Oily Skin 

Oily skin is usually identified with blackheads and 
open pores. Often the top layer feels dry, taut, and flaky— 
especially in cold weather. This may be caused by the 
use of cosmetics or soaps that parch only the surface of 
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...A knight in shining armor, ready to keep your skin looking smooth and 


beautiful despite the ravages of winter weather. His name: Good Care. 


the skin. The oil glands beneath remain overactive and, 
plugged up, cause blackheads, pimples, open pores and 
even acne, 

To care for oily skin, take these steps. Wipe off cos- 
metics with the usual makeup remover only if no erup- 
tions are present. Otherwise, avoid creams of all kinds. 
Use a liquid cleansing lotion especially formulated for 
oily skin, one that will go deeply into the pores to remove 
accumulations of grime, dirt, and oil. Use it on arising 
every morning, before bedtime, and several times during 
the day. Keep a bottle in your desk drawer at the office. 
The importance of cleanliness for all skin types cannot 
be overestimated, but in the case of an oily complexion, 
it is nothing less than crucial. 

Before retiring, apply no creams at all—no matter 
how dry the top layer of your skin may be. During the 
day, however, it is all right to use a cream beneath your 
eyes and on your throat. All skin types need constant 
lubrication here, if wrinkles and other signs of aging 
ire to be avoided. 

Here too. as with a dry skin, pancake makeup and 


rouge are taboo. Instead, use an oil-base liquid founda- 
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tion that will remain on the surface of the skin leaving 
the pores unclogged. If, however, your skin has broken 
out. use as a foundation a flesh-tinted acne lotion that 
will heal blemishes while serving as a powder base. 

Above all, do not squeeze pimples and blackheads. 
You may easily break tiny blood vessels and cause per- 
manent scars, 

Three times a week, follow your daily cleansing with 
a grainy white pore-tightening mask to close the pores. 

A normal skin would follow the same treatment as that 
for a dry skin with one exception. No creams should be 
applied, except a cream to lubricate the area about the 
eyes and throat. Once a week, try a warm honey mask to 
keep the skin soft, pink, and lusterously smooth. 

Do all this, and winter—if not a treasured visitor— 
will at least be an acceptable one. No matter what the 
season, no matter what your skin type, your complexion 
will be lovely all year round. 

For a personalized analysis of your own skin type and 
advice on how to care for it, send 25 cents to Georgette 
Klinger, Dept. TS1, 509 Madison Avenue, New York 22, 
New York. 
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NOTES FROM HIS SECRETARY 


BY JOSEPHINE C. WALKER 
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WHERE ARE YOU HEADING? 


¢ 4 BY FLORENCE ELAINE ULRICH, Director, Gregg Awards Department re. ae 


Here or 





ry. 

Pur STORY is told of a breathless 
country lad who dashed up to the ticket 
window of a rural station. The train was 
about to. pull out as he gasped: “Hurry 
up. gimme a round-trip ticket.” 

“Where to?” asked the ticket agent. 

“Back here. ot course.” the boy re- 
plied, “where didja think?” 

In preparing for a useful and sound 
career, much depends upon knowing 
where you are heading. There are, of 
course, many facets to a secretarial ca- 
reer: individuals do and will strive to- 
ward various destinations. Duties also 
differ, depending upon the company you 
work for, the interests of your boss. and 
your own capacity to absorb training 
and get a job done. But, whatever your 
particular destination, it will be reached 
with greater ease and certainty if you 
map the course and stick to it until the 
road is covered. 

The young men and women who now 
hold top-flight jobs in today’s business 
offices aimed toward a common goal—to 
be proficient shorthand writers and typ- 
ists. They succeeded. Holding responsi- 
ble jobs requires accurate and dependa- 


ble accomplishments in shorthand and 
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typing. These secretaries transcribe notes 
confidently. rapidly, and correctly—free 
from errors in grammar, spelling, and 
punctuation. And these young people 
work hard. The tasks of the secretary 
who sits in her own plush office merely 
look easy. Her responsibilities are great, 
almost as important as those of the men 
and women for whom she works. Indeed, 
the value and success of her executive's 
effort depends largely on the service she 
provides. 

Unfortunately, not all secretaries pos- 
sess the necessary qualifications. Not 
long ago, a typist was hired by this de- 
partment for a special job. Highly rec- 
ommended by her school, the applicant 
had passed the pre-employment test sat- 
isfactorily. Subsequently, however, her 
supervisor reported that of 300 envelopes 
she had typed one day, only 121 were 
usable. The remainder were marred by 
errors. When these mistakes were point- 
ed out to the girl, she asked in candid 
surprise: “Do you mean | can’t make 
any mistakes?” 

Be careful not to adopt this attitude 
in your work; try to attain complete 


efficiency. If vou work in an office, don’t 


There 





put off your shorthand transcription. Do 
it when dictated—unless a more urgent 
job requires your attention. If you are a 
student, do not be satisfied with one per- 
fect letter a day. Strive to increase your 
transcribing skill until you are turning 
out perfect transcriptions of all the let- 
ters dictated to you. 

Diligent classwork pays dividends. 
We recall a schoolroom experience of 
some years ago. The students were re- 
quired to handle actual office assign- 
ments from business firms in the com- 
munity. One project was to fill in 10.000 
mimeographed letters with the correct 
names and addresses. To encourage the 
best possible results, a daily quota of 
1,500 was set. At the end of one day, 
a student startled all with his remark: 
“I did it: that’s my 1,500th letter.” This 
student's performance was mentioned to 
the man for whom the job was done. 
Today, Leon Lane is an executive of that 
firm an opening gained on school per- 
formance. 

Do you have the ability for distin- 
guished work in shorthand and typing? 
Are you skilled in transcription, in read- 


ing your notes rapidly and accurately? 
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Shorthand tests provided by this depart- 
ment at speeds ranging from 60 to 240 
words a minute help you attain these 
goals. Filing and bookkeeping tests offer 


a change of pace and another challenge 


to your ability. Pins and certificates are 


available for those who qualify. 

An especially invaluable aid in in- 
creasing your typing skills is the Compe- 
tent Typist Test published in this maga- 
zine. Consider the case of the office 
supervisor who wished to increase her 
typing speed to 100 words a minute. She 


decided upon a speed program consist- 





ing of 15 minutes of daily practice on Secretaries have many and_ varied 


the Competent Typist Test. “It didn’t duties; no two perform exactly the same 
take me long to reach my goal,” she chores. But. every secretary does use the 


confided, “and my work has been a great same tools—shorthand and typing. Mas- 
inspiration to the girls in the office.” 

Typist Test 
frequently. Your best writing attempt, 


tery of these skills can be as exciting as 
Practice the Competent excellence achieved in any sport or art. 

Let this mastery be your goal. Turn 
containing less than five errors. may be to the Contest copy on page 47 of this 
submitted to this department for due issue and then submit your best specimen 
to this department before March 1. Not 


only will you be eligible for one of many 


recognition. Other secretarial aids: the 
OGA tests provided for the improvement 
and the Junior and 
Senior OAT tests. which offer 


for accurate copy arrangement. 


of shorthand notes. contest prizes, but you will be a step closer 


awards to every secretary s goal—being a perfect 


secretary. 





OGA 
JUNIOR 


This material is “loaded” witli 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 
in narrower columns; you may use 
r. Shorthand 


notebook paper is fine. 


either blank or ruled pape 


Your writing may earn you a 
Junior OG A certificate or pin. 
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OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good « opy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

i full-fledged member of 

the Order of Gregg Artists. 
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To: John Richards; From: David Schneider; Sub- 
ject: Tags for New Typewriters 

What do you think of the idea of having the at- 
tached material printed on tags and tied to each 
typewriter in our new line? You might want to tag it 
only on the new portables, but that decision I will 
leave up to you. I think it is a different gimmick, and 
since you asked me for some ideas the other day, I 
thought I’d pass this suggestion on to you to see 
what you thought of it. 

If you are interested, I will be only too glad to 
check into the cost of a tag of this sort. Of course 
you would have to tell me how many you need. My 
friend Bob Fitzsimmons at the Carney Printing 
Company is always very happy to give me a quote 
on prices! 

Allow me to congratulate you on your appoint- 
ment as Advertising Director. How about meeting 
me for lunch some day next week to celebrate the 
great event. D.S. 
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OAT 
JUNIOR 


Arrange this memorandum in your 
best style, on either plain paper or 
memo paper. 


To win an award, your 

memo must be (1) neat (type clean 

and clear) and well-spaced; (2) 
without strikeovers or typographical er- 
rors. (3) Indent uniformly throughout, 
(4) and leave a blank line between 
paragraphs, even in single- 

spaced material. (5) Be sure to spell 
and punctuate properly. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award, * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Test ap- 
plications received without fees are 
held thirty days only. * Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ae- 
cordance with the rules.”” * January 
copy is good as membership tests for 
OAT, CT (page 36), and OGA awards 
until February 25, 1959. 











OAT 
SENIOR 


lo qualify for the Senior 

Award, candidates must admit 

a corrected copy of 

the material that appears alongside, 
Watch placement and space 

and be sure that you make all 

the corrections indicated. 


Practice the material until you 
type a specimen that represents your 
very best work. 
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SANUARY COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed. divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. More than five errors 
disqualifies a Competent Typist Test for an award 
(This copy should be double spaced.) Words Words 
There can now be no excuse for any- 7 lect. The person who reads no books, 330 
body to remain ignorant of the highest 15 or few, robs himself of unlimited wealth — 338 
forms of human knowledge, art, and 22 to be had for the taking. 343 
science. Learning is cheap. Books are 30 What sort of books is it best to read? 351 
‘cheap. Public libraries are huge store- 37 The answer is every sort. The impor- 358 
houses of neglected riches. Andall who 46 tant thing is not to lose touch with life, 367 
know books know that they offer joys 53 not to narrow your outlook. Some 374 
and riches unsurpassed. Yet millions 61 people look down on fiction and think 381 
let slip the chance to read, or they read 69 it trifling. They talk asif facts werethe 39 
only the cheapest trash, things meant 77 only important things of life and put 398 
to drug the mind rather than delight it 85 history, biography, and science higher. 406 
and stimulate it. 88 But history and biography both contain 414 
In hours of unbearable sorrow, books 9% fiction. In fact, someone has said that 422 
are a refuge. In hours of loneliness, 104 history is fiction on which there is an 430 
they provide a multitude of friends, 11 agreement. 433 
boon companions. Unlike other friends, 119 One man calls the subject of his 439 
you can ignore them completely when 126 biographies a saint, another calls hima 447 
they tire you. The poorest man or wom- 134 villain, a third says that all the stories 456 
an may travel abroad or live inacastle 142 told about him are false and writes new 464 
all his own, in a book. A book isa flying 151 ones. This can go on until one is left in 473 
divan, a magic carpet, a house of ever- 159 complete doubt as to what a famous 480 
changing furniture, a party, anew view- 166 man really was and did. Yet we should $487 
point, and a lot of other things. Why 174 read history and biography in order to 495 
let a cat have nine lives and live only 182 learn at least what people are believing. 504 
one yourself? Books can offer you as_ 190 If read with an open and inquiring 511 
many lives as you want to experience. 197 mind, history and biography will be iis 
People ought to read newspapers, for 205 found to be as fascinating and exciting 526 
they are the histories of theirowntime. 214 as any other form of literature. 533 
The man who neglects them is walling 221 But there isnoneedtoneglect novels 41 
himself in and starving his soul. But 229 for histories. Just as there is acertain 549 
you cannot understand the paper of to- 236 amount of fiction in the fact books, so 557 
day if you have not read the one of 243 there is a vast amount of truth in good 565 
yesterday. Hence only the reader of 251 fiction. The fiction writer is trying to 574 
books realizes the vast and ancient 258 interest us in human beings more or 581 
brotherhood of man, the oneness of the 266 less obscure, more or less unknown. A 588 
human family, the repetition of the 273 novelist who takes his art seriously isa 597 
same errors and crimes, good deeds and 281 good spokesman for human sympathy 604 
noble thoughts. 284 and human understanding. He may 610 
The person who reads no books lives 291 write in a light or grimly realistic vein. 619 
on a desert island. He may think he _ 299 Above all, do not become a literary 626 
dwells in a cultured metropolis, but he 307 snob. Do not let the highbrows push 6% 
is a hopeless villager, narrowing his 314 you into thinking that to be solemn is_ 62 
own life out of sheer laziness and neg- 322 more artistic than to be gay. 647 
(Repeat from the beginning to complete a ten-minute test.) 
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e same as the C.T. Test across the page. and it is provided so that you can test and compare your speeds of typing from print and 
shorthand, Compute vour rate on this word-counted material in the same way you do when typing the C.1 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Ten of the Manual 
fo1s material is counted in groups of twenty “standard” words each, so a you can estimate your salina speed. 
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“Smile, honey,’ he said suddenly. 
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Part | 
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TRANSCRIPTION PROJECT 


How do you rate on your reading-for-sense ability? 
In this first letter, four words were inserted which, by 
one letter, change the meaning of their sentences or 
make no sense at all. See if you can find those words 
and the eleven other errors. 


Year Mrs. Jone 
With spring just around the corner, 
you are probably thinking about plans to 


have your house redecorated. 


) 


You will be interested to know that 
we are equiped to handle any chances you 
large staff 
of expert consultents who would be at vour 
service. Not only are we prepared to fur- 
bish the materials but we will also super- 
vice any and all instalations at a cost 
that compare favorbly 
other decorating firm. 


have a 


with those of any 


If vou are interested, our Mr. Roberts’ 
will be glad to call on you at your con- 
venience. He has many color shemes and 
fabric samples that he can show you. Just 
return the enclosed postage paid card set- 
appointment, and from their on 
will be at your service. 


Sincerely, 
+++ 


On guard! We've slipped some misused homonyms 
into this letter along with some other very common 
mistakes. Ten catches make a perfect score. 

Dear Mr. Simpson: 
Thank you for your order for twenty 
sets of our No. 1418 dinnerware. 


We are inable to fill the hole order 
because there has been such a demand for 
this particuler set of dinnerware that we 
are temperarily out of stock. A new ship- 
ment is excepted with in the next week 
from our factory in Tennesee. 


However, we are shipping you today ten 
sets of the No. 1418 dinnerware with the 
remaining half of the order to be scent you 
just as soon as our new stock is recieved. 
We are sure that the value, beauty, and 
sales appeal of the dinnerware will make 
your weight worth while. 


Cordially yours, 


la + a) 
(See page 52 for answers) 


January, 1959 








GLOSSARY AND VOCABULARY BUILDER 
LEOPOLD STOKOWSKI--page 30 


appalled’ 


mt 


Philadelphia 
dubiously 
dilapidated 
remodeled 
conjured 
forbidding 
exterior 
formidable’ 
orchestra 
respites? 
breakfast 
flawlessly 


characteristic 


MI LA TTY 


ints WAL'TING HIAN--page 39 


— menace 
camouflage 


tortured 


- ee erimace 
A sd 
té pretense‘ 
a nausea 
jeer hysteria 
—_w retaway > 
—< familia 
—_—o OA monotonously 
e- 


nightmare 
uncontrollably 
restaurants 


dingy 
+++ 


'APPALLED (spelling): 
2 


recalled, expelled 


FORMIDABLE (meaning): exciting fear or 
apprehension; impressing dread 


3 RESPITES (meaning): 
“PRETENSE (spelling): 


> GETAWAY (spelling): 
giveaway 


intervals of rest 
nonsense, condense 


hideaway, workaday, 











Civil Engineering Terms in GR K( 1G, SIMPLI KIE D 


absorption 
abutment 


acre- foot 
activated carbon 


activated sludge 
additive 


adhesion 
adsorption 


aeration 


gerial survey 


algae 
alidade 


alinement 


alkali 


alkalinity 
alpha 


alumina 
anaerobic 


anemometer 
atmo spheric 


axial-flow 
azimuth 


backflow 
backwashing 


bacterial 
baffle 


bar screen 
barricade 


bascule 
bedrock 


bench mark 
berm 


biochemical 
biofilter 


biofiltration 


bitumen 


borrow pit 
butterfly valve 


caisson 


camber 


cathodic 
caustic alkalinity 


cavitation 


centrifugal 


chlorinator 
clamshell 


clarification 


clearance 


coagulation 
coefficient 


12 
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Compiled for Todays Secretary by Helen E. Quinn 


comminutor =? Y 

comporoator > ~ 
62 

composting > 


conduit 


contact aeration 


contamination — s 
’ 
contour we 
co-ordinate system We FT 
corrugated co » 
cosecant 2 
a 
cosine P) 
cross-section c ie 
‘ 
€ 
current meter — - 
cut-and-fil| > 
cyclones gr._-<z 
r — 
cylinder é tie 
es 
deaerctor 
Oo L 
decanting 


«< 
deck bridges T 


demineralize 


2 ~ 
derrick ar 
desalting eal 
deviation o/* 
dewater GY fia 

Ue 74 
diaphragm CH OC 
diatomaceous 
diffuser ( e f 
digester “4 

— 

digital computer Fg J 
disinfecting _ 4 ( 

, = 
dispersant sé 

‘ wy 
distributor , 
drawbar / i ‘ 
drawbridge /( 
earthwork ar 
eductor o 
effluent 0. 2 E 
ejector = 
elevation 


elutriation 


aia ‘ji 


embankment _ Qa 


a Sa 
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od. 


entrainment 


expansion joint 
extrusion 


fabrication 


fal sework 

filament as ™ 
filtration Pf 
fines e Gr 

flat arch ae S ; 


flocculation 


flotation ) 
Cc 
flume 2 
> 
flush tank 2 
> 
fly ash "i - 
footing 
formwork - ~ 
frazil ice ‘ 
< 
gasket 
geographic 


geodetic L / 
geometric | 


girder a 


grab bucket 


gradation 
gradient 


gravimetric J 


gyratory 


hammer mil! aay 


heat exchanger rt 


hemi spherical 


hori zontal < 


hydraulic nD 
hydroxyl ions 


incinerator 


increment 


influent = 


interceptor 


lagooning ae oe 


levees ‘ 


macadam 


mangonese ‘ , 


metalizing —. 


mist sproyer aa 


oxidation reduction 
potential 


pH Z 


phenol 


photoelectric 


photogrammetry je Ls 

Pitot tube Ze 

plankton S- 
a 


C 
plasticity index C 


plumb bob C ‘a 
pneumatic " ut > 
precast l 

<9 
prestressing Cg 
pulverizer “aa 

ra 

recarbonation «.—~ A 
recirculation 0 4 


rectangular 


two Y 
refractory 7 
< 72 
reinforced concrete —— : 
AyD 
remote control a o 
— 
— 


residual 


retaining walls 


retardant - -. 
right of way ~ 


rodenticide 
rotameter 


rotifer _t 


runoff —Y 


soniftarian 


scarifier 


schematic } “oils 
secant -, 


sedimentation y 
4 


seepage } 
L 


septic tank 4 
sewerage A 


silica gel 
siphon 


sluice gate f 5 
solenoid 


stadia kk i 
stondpipe y f 


submergence 
submersible 2-<7 


supernotant t> 


surveillance é 


surveyor 
synthetic 


template 4 


terrain 


theodolite 
topography 


toxicity 
trituration — 


turbidity L 
underdrainage : 


upflow / 2 
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Venturi meter 


vernier 
viaduct 


viscosity Fy ) 


vitrified 


weir ? 


windbracing ee! 


windlass - 4 


windrow - 
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Solution to the December Cartoon 














HE‘S GOT SOMETHING UP HIS SLEEVE! 


Transcribe the caption and fill in the face 
with your shorthand answer. The solution 
and another cartoon will appear next month. 














fanuary, 1959 








BUT | THINK SHE IS TOO YOUNG FOR THE JOB 
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HELSINKI 


(Continued from page 14) 





General Assembly. Visitors—many of them Russian—throng 
into the office. Translations take up most of her time. 

Into these activities, Susanna Salanne crowds yet another 
job of diplomatic dimensions—that of official “secretary-inter- 
preter” to the Consul General of India (alias the firm’s Sales 
Manager). This can involve heavy extra duties, as when Pre- 
mier Nehru visited Finland in the summer of 1957. “Nehru 
never prepares his speeches in detail and his talk at a dinner 
party here was taken down on tape. I spent half the night tran- 
scribing his speech.” 

This second job can be amusing. Finns are inclined to regard 
all things oriental as exotic and mystifying. Says Susanna: 
“We occasionally get most peculiar cranks calling at the office. 
One man, who had read some Indian philosophy, arrived 
searching for the truth of life, convinced the Consul General 
should have the key. He was so moved that he burst into tears 
in my office.” 

Susanna Salanne takes it all in stride. Her office, light and 
modern, has a decor wholly Finnish with the exception of a 
new German typewriter. Her work day here begins at 8:30, 
breaks at 12 and resumes at 1:30. From 2:30-2:40 in the after- 
noon, she enjoys coffee, a Finnish pastime. On Saturdays, she 
works until one with ten minutes for mid-morning coffee. 

The most enjoyable part of her job thinks Susanna—and 
luckily—is working with foreign languages. Competent secre- 
taries are wanted in Finland, but the first qualification is ability 
to speak the two national tongues, Finnish and Swedish. plus 
English or German. Susanna has all these and a working know!- 
edge of French and Italian as well. 

Susanna now has a three-week holiday each year. At the 
end of ten years employment she will receive a month. By Fin- 
nish custom, however, if her vacation is taken out of season 
(between September 15 and May 15), her time increases 50 
per cent. The explanation is simple. After enduring a Finnish 
winter of long, dark days. sunshine is a health-necessity. But 
the summer is short, and not everyone can leave at the same 
time. Answer?—an inducement to take holidays out of season. 

Like many unmarried workers in Helsinki, Susanna lives 
with her mother in a two-room apartment quite sufficient for 
their needs. In fact, they are very well satisfied; for until re- 
cently, a housing shortage allowed only one room per person 
by law, and those with large apartments had subtenants. 

Clothes are expensive in Finland and ready-made dresses not 
often of a high standard. For this reason and because she is 
taller than stock size, Susanna has all her clothes made. She 
dresses as the mood—and the weather—move her. 

\fter-work interests in Finland depend on the seasons. Sum- 
mer evenings and weekends are spent idling and swimming at 
the family’s small country cottage a few miles out of Helsinki. 
Winter means concerts and theaters. “What I do on a date de- 
pends on the date, of course. If money is no object. I love to 
go dancing at the Fisherman’s Cottage (perhaps Helsinki’s 
finest restaurant, no cottage at all). Otherwise perhaps the 
theater .. . and in season, an occasional ball.” 

“If [ had a wish... you know I don’t want to seem pretentious 
or boring, but I would go either to Cambridge University (Eng- 
land) to read for a degree in English literature, or | would go 
to India and learn about the country and the people.” 

Neither pretentious not boring, this handsome brunette dis- 
cusses her interests with the intelligence and humor that have 
made her so successful as Puutalo’s secretarial ambassador- 
at-large. 
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MEXICO CITY 


(Continued from page 14) 











are foreign, it also brings practical benefits to this “secretary 
cum correspondent cum linguist.” “Languages are probably my 
most serious hobby. Besides English, French, and my native 
Spanish, I understand, read, and translate Italian and Portu- 
guese; and recently | started to study German.” 

Maria de Lourdes’ salary is 2.000.000 pesos ($160 U. S. 
currency) a month. “It disappears.” she says, “in many ways.” 
High among the expenses are clothes and miscellaneous items 
(classical records, exotic delicatessen foods, ete.). Clothing 
stores are very expensive in Mexico City, so Maria either has 
her clothes made by her own dressmaker or settles down to a 
sewing machine and tackles the problem herself. One item 
largely ignored by Mexicans—except on very great occasions 
is the hat. 


For church going we wear mantillas (triangular, 
round, or rectangular head coverings made of hand-embroidered 
tulle) or velos (not as elaborate as mantillas).” 

Accessories of traditional Mexican Indian origin are very 
popular. Among these are the gyexquémetl (a triangular piece 
of material covering chest and back with an opening for the 
head), and the rebozo (a stole made of silk and wool). Copies 
of Aztec ornaments in pins, earrings. and necklaces can add 
interest to the basic secretarial costume. 

In Mexico one tradition, which remains despite the twentieth 
century, is that of the stern-faced chaperone. Says Maria, “We 
still have to stoically put up with the old-fashioned custom of 
having some sort of chaperones on dates, and most families are 
still very strict regarding late hours,” ete. 

In keeping with this tradition, unmarried girls like Maria 
de Lourdes are expected to live at home with their parents. “The 
idea of girls living alone or sharing an apartment is not well 
thought of in Mexico.” 

\ variety of entertainment, however, is available for after- 
work hours. Lectures, concerts, opera, ballet, art exhibitions. 
plays, and movies—they all beckon to this secretary. Perhaps 
her favorite sport, and the one most traditional of her country. 
is bullfighting. “This—” she says with conviction, “this is really 
a great art.” 

Among other things, Maria likes to cook. When pursuing 
this pastime, she bows to the scientific atmosphere of today and 
conducts her own “experiments.” Perhaps influenced by her 
knowledge of other languages and countries, these experiments 
of hers generally take on a diplomatic character known as 
“International Cuisine.” 

Her vacation time, set by law, is fifteen working days at the 
end of one year of service. Since Maria suffers from periodic 
attacks of wanderlust, she spends this time in traveling, seeing 
new places, and meeting different people. 

Her education included grammar school (six years) called 
primaria, secundaria (three years) equivalent more or less to 
high school, and prepartoria (two years) specialization before 
entering a university. This was followed by six months in a 
United States boarding school and courses in both business 
and languages. 

For those interested in jobs “South of the Border,” Maria 
has this advice. “Employment agencies are practically non- 
existent . . . advertisements in major local newspapers and 
word of mouth are the best ways of finding a job... at least 
two languages are required.” 

And for herself? . . . Given the opportunity, this attractive 
secretary would like to travel going “around the world in more 
than eighty days,” and then perhaps try a job in the United 
States. 
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Q. Which set of punctuation marks should 
‘ome at the end of the following sentence: 
What are the capitals of the following 
states (: , a3 e) (2 ) 
New York 
Vermont 


Texas 


Virginia 


{. As short listed items like those in 
your sentence carry no punctuation fol- 
lowing them, a simple question mark 
should close the introductory sentence, 
thus: 

What are the capitals of the following 
stales7 

Vew York 


| ermont 


Texas 
Virginia 

On the other hand, if the enumerations 
had been longer, this style would be 
chosen: 

What is your opinion on the following 
questions: 

ls the material u ashable? 

Is the color correct? 

Note that the dash should not be used 
after a colon. 


0). When sending out a letter of two or 
x 
more pages, is it permissible to staple the 


pages together ? 


1. It is permissible to staple the pages 
of a letter of two or more pages. Be sure, 
however, that you staple them in the up- 
per left-hand corner. 


Q). { person receives a government re- 


' 


ement pension check at regular install- 
ments. But the mail carrier, one month, 
leaves the check in the wrong mailbox. The 
tf hec k 


cashes it. Does the forged endorsement carry 


rerson endorses and 


finding the 


the same penalty as a forged check? 


1. Yes. the forged endorsement carries 

the same penalty as a forged check. In 
such a case, the person entitled to the 
check should notify the government 
agency issuing the check that he did not 
receive it. He would not, of course, know 
that his check had been delivered to and 
cashed by a person not entitled to it. Only 
the agency issuing the check would know 
that, when the canceled check is returned 
to them. They will then, if already noti- 
fied of nonreceipt by the person who 
should have received the check, inform 
he proper law-enforcement agent (prob- 
bly the F. B. 1.) of forgery. 


fanuary, 1959 


Q. Hou can we keep our carbon paper 


from wrinkling, thus making unsightly 
marks on carbon copies and also ruining the 
carbon paper itself? We didn’t have this 


problem before we used electric typewriters. 


A. Carbon papers that are not flat and 
inserted evenly into the machine make 
unsightly lines and creases. But carbon 
paper should not wrinkle or crease if: 
(a) the papers are even upon insertion 
into the machine. (b) the paper release 
lever is used for inserting the pack into 
the machine and is used for restraighten- 
ing any of the papers once they are in the 
typewriter, (c) the paper bail rollers are 
moved out to the edge of the paper. (d) 
the pack of papers is inserted with the 
carriage in the center of the machine, (e) 
the multiple copy control is at “A” on an 
electric machine, (f) the impression in- 
dicator has been adjusted to the correct 
number of copies that is to be prepared. 

If there is difficulty in assembling the 
pack of papers. insert all the copy papers 
and the original sheet into the typewriter. 
Then insert the carbon sheets, one at a 
time, flicking each copy back as you add 
a carbon. 

If you still have trouble with marks 
and carbon paper wrinkling, have the 


machine checked by a repairman. The | 


cylinder may be too close to the paper 
table. 


Q. Is it permissible to answer a letter by 
a notation on the one received? If so, and 
a photocopy is made of the letter and said 
notation, would one sign and send the photo- 


copy, or forward the original? 


A. While it is not the usual procedure 
to answer a letter by a notation on the 
one received, there are times when it is 
acceptable. If this is done, keep the 
original with notation in the files and 
send the signed photocopy. 





Q. The following sentence appears fre- 
quently in my correspondence: This billing 
covers a four months period in the amount 
of $10.00. Is the phrase four months period 


used correctly? 


A, Either of the following forms is cor- 
rect for the expression you mention: 
four-month period, four months’ period. 
In other words, if the hyphen is used to 
make a compound modifier, the singular 
form month is used, while in the pos- 
sessive construction the plural months’ 
is used. 








prices, pilus tax 


Clover Leaf 





You're in clover... scattering, 
shimmering Clover Leafs from ~ 
hairline to bagline to toeline 
...Clover Leaf pins and 
matching ear clips of aurora 
heart shaped stones in crystal, 
rose, aqua and light topaz. 





Earrings 


For store nearest you write: Dept. T 
ALBERT WEISS & CO., INC., 15 W. 37th St., NEW YORK 18 





Save Tste Baaiilfil Eye 





Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


[-—— MAIL COUPON ToDAY-—-— 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me ao free copy of your Folder. 





| Address 
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| Nome | 
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then rush out and 
get an A.W.FABER 


R 


ERASER STIK 


The original grey eraser point 
—always best for erasing. 


CAI SERVICED 
7099 





SLOPPY STRIKEOVERS 
make bosses see red. 
EYE APPEAL in a letter 
makes the same bosses 
beam with happiness. 


TIK 
CAULSERVICED 


TIK 


lf you are still plagued 
with S.S. do yourself a 
favor. Discard your 
bulky eraser and get an 
A.W.FABER ERASERSTIK 
that slim, trim, white- 
polished pencil-shaped 
beauty that gives you the 
right point to do a clean 
erasing job. It whisks 
away one letter without 
smearing the whole word. 
With ERASERSTIK you 
erase without a trace. 
Want to be the apple 
of your boss-man's eye? 
Then get ERASERSTIK 
today. 


AW.FaBer &RASER 


AW.FasBer &RASER 





\W 


£,RASER LS 


m| Co Tals 
ASTELL Pene 
aw FABER-C nN. J 


Newark 3 





Which point do you prefer? 
Sharp, Medium or Average, Thin or 
Blunt. ERASERSTIK gives you your 
choice. Point with a mechanical or hand 
pencil sharpener. 
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VIENNA 


(Continued from page 13 








Like many an American secretary, 
this Viennese counterpart finds that mail, 
meetings, and visitors take up a big part 
of every day. Customers, sales repre- 
sentatives, and suppliers beat a constant 
path to the Director's door to be met by 
the famous “Vienna charm smile.” “Keep 
face and your patience” is the principle 
in her office, Gisie states, adding that 
“the boss hired me to keep some people 
from him, so sometimes | am his shield.” 

There is mutual trust evident in the 
relationship existing between Gisie and 
her boss. She has a direct line to his 
office. The key to the confidential files is 
in her possession. Too, she often acts as 
the Director's spokesman with employees. 
shop stewards, and callers. She was even 
allowed to choose new equipment for her 
office, testing out a number of machines 
before she decided on such items as an 
East German /deal typewriter and a 
Swedish Brunsviga calculating machine. 

At the Kuefferle Company, wage and 
hour standards have been set by the 
Austrian Trade Lnion Federation in col- 
lective bargaining with management. 
There is a forty-eight-hour work week— 


this means that Gisie starts at 8 a.m.. 


works until 5:45 on Monday, until 5:15 © 


from Tuesday through Friday. However, 
actual work hours are exceeded every 
week—with overtime pay 50 per cent 
higher than regular wages—because “you 
just can't close up shop and leave loose 
ends lying about.” 

The Union has garnered other benefits 
that apply to Gisie (even though she her- 
self has steadfastly refused to join). 
She gets a thirteenth monthly salary 
check as a Christmas gift plus a four- 
teenth check as vacation money. ‘There 
is a fifteen-minute coffee break in the 
morning—with coffee provided by the 
company—and a four-week vacation. 

Gisie gets one more monetary reward 
—an efficiency bonus that is paid by 
order of the Director for work above 
and beyond the call of duty. “Only those 
who are well-fed,” says Herr Director, 
“can be expected to yield earnestly, con- 
tinuously, and reach the level of abso- 
lute trustworthiness.” 

What does Gisie do with her money? 
Well, paychecks disappear just as fast 
in Vienna as they do here in the States. 
Biggest item in the budget is her apart- 
ment—a living room, bedroom, and util- 
ity room. Monthly rent is 350 schillings 


] (about $15) with additional money set 


aside for telephone, light, methane gas, 


radio, and the cleaning woman. (“She 





comes twice a week... does my laundry 
too... for about $10 a month.) 

Gisie says that she had to save five 
vears for her apartment (there was a 
$1.150 first payment), admits that she’s 
still broke because “the house eats up my 
pay in no time at all. I used to spend 
most of my money on clothes, but now 
can buy only necessary items.” 

Holdovers from the  clothes-buying 
days form a well-dressed collection, in- 
cluding suits, dresses, two fur coats. Gisie 
buys ready-made clothes—shirts, blouses, 


pullovers—for the office. “I prefer dis- 


(Continued on page 49 


TOKYO 


(Continued from page 16 








want to interview her boss. “They are very 
persistent. | can't get rid of them so | ask 
men in the company to help me.” 

All official correspondence is taken care 
of by the various sections or departments 
though, Mr. 


Tamaki will dictate his personal letters to 


in the company. At times, 


Yoko-san. He speaks s'owly in English, 
so that his secretary can take notes in 
longhand, then type them up. In some 
cases, however, letters have to be written 
in Japanese. Yoko-san does these in pen 
and ink: Japanese-character typewriters 
are so complicated -a mixture of type 
and mimeograph—and they must be 
handled by specialists. 

Yoko-san goes through the busiest day 
calmly, showing a good deal more de- 
termination and resolve than most young 
Japanese her age. Her hours are officially 
from nine to five with half a day on Satur- 
day. Asa rule there are no “tea” breaks— 
sometimes it’s difficult to squeeze in an 
hour for lunch. But Yoko-san says, smil- 
ing. that when her boss is away on busi- 
ness trips. she relaxes and takes some time 
for herself. 

Yoko eats lunch in the basement cafe- 
teria of the big Tokyo Building in which 
she works. It's convenient and it's cheap 
—the cafeteria is run by the various com- 
panies that have offices in the building. 
There are three lunch menus every day. 
each costing 50 yen (14 cents). For late 
workers, supper is available at 75 yen (21 
cents). A favorite dish—suchi. raw fish on 
vinegared rice, made just before it’s eaten 
to insure freshness. On boss-out-of-town 
days. Yoko may join a friend for an after- 
lunch stroll. 

In spite of her responsible job and busy 
day, Yoko-san is paid very little. Take- 
home pay is 13,000 yen ($36.10) a month. 
There is little left over for luxuries. 
“My Nisei 


friend tells me that we are getting very 


(Japanese-American) _ girl 
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little compared with American secre- 
taries.” says Yoko-san. “We can’t do much 
with what we get, but our salaries are in 
line with what other Japanese companies 
pay. 

Yoko spends most of her salary on 
clothes, admits that her family sometimes 
has to help her out. Another “clothes” 
help—the short-sleeved uniform jacket 
she wears in the office. The jacket—a 
heavy one for winter, a cotton one for 
warmer weather—is provided by the com- 
pany for all girl employees. It does save 
clothes from office wear and tear. 

he company gives her twelve days a 
year vacation. Yoko spends hers playing 
tennis. doing domestic chores, or making 
a short trip with a friend. She doesn’t plan 
on long jaunts, chooses instead a_ hot 
springs resort not far from Tokyo. 

loo, there are date nights, usually twice 
a week with any one of several boy 
friends. Favorite activities: movies, con- 
certs. dances, or maybe a visit to a down- 
town coffee shop where there is light 
music, 

Although Yoko went to a Catholic 
school, she and her family are Buddhists. 
Her parents have the traditional objec- 
tions to marriages for love, preferring 
those arranged by the families of the 


bride and groom. However, Yoko-san has 


found success in her career by taking the 
middle way between traditional Japanese 
and modern ideas. And she seems capable 
of finding a happy meeting ground in her 
personal life as well. This is Japan, 1959. 


WHERE TO BUY 


Fashions shown in this issue may be 


found at the following stores: 


Page 25: B. Altman's, New York; Macy's, 


San Francisco; Marshall Field's, Chicago. 
Pages 26 and 27: 


A. Goldwater's, Phoenix; Rhodes, 
Sacramento; Pizitz, Birmingham. 

B. Gimbel’s, New York; Foley's, Hous- 
ton: Bon Marché, Seattle. 

C and F. B. Altman’s, New York: Mar- 
shall Field, Chicago; John Wanamaker s, 
Philadelphia. 

D. Macy's, New York; The Broadway, 
Los Angeles: J. L. 
Sanger Brothers. Dallas. 

E. Edward Wren’s, Springfield, Ohio; 
Rich’s, Atlanta; Rhodes, Seattle. 


Hudson, Detroit; 


Photo credits: 

Page 13: Gustav Schikola, Vienna. 
Pages 14-15: G. Schneider and J. Pohjan- 
pallo (coffee party), Helsinki. Lester 
Feldman, Mexico City. 

Page 17: Arabian-American Oil Co. 





Contest Copy 


For full particulars about entering the 1958-59 OGA Contest, see the announcement in the 
December issue of TODAY'S SECRETARY. This Contest copy, which is to be used by all 
contestants—whether students, teachers, stenographers, or reporters—is being repeated here 


for your convenience 
All specimens written from this copy will 


automatically be entered in the Contest. If you 


wish your notes considered for OGA Membership also, address them to the Membership Exam- 
iner instead of to the Contest Committee. Candidates wishing to apply for Membership only, 


should use the January test copy on page 34. 
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The Contest closes on March 1 (papers from outside the United States will be ac- 
cepted up to March 15), and all entries must be in our hands on or before that date. 


uary, 1959 














7090 
Shorthand VFR 
ORCL a: 


AW Faser STENOSTIEZ The Ball Pen for 





A.W.FABER, 
MAKER OF FAMOUS 
ERASERSTIK NOW 
MAKES HISTORY WITH 


STENOSTIK: 


THE ONLY PROFESSIONAL BALL PEN FOR YOU. 


We gave you the world’s best 
known and most widely used pen- 
cil-shaped eraser, ERASERSTIK 

and now we give you its office 
companion, STENOSTIK, the only 
ball pen exclusively designed for 
shorthand. 

If you've sometimes been dis- 
appointed with ball pens, pre- 
pare for a happy surprise with 
STENOSTIK. It has along, tapered 
especially designed finger grip 
that lets you take shorthand by the 
hour without fatigue. STENOSTIKk’s 
full, pen-length blue ink cartridge 
outwears 7—yes 7—lead pencils. 
It flows into words without effort 
or pressure. It's a white, blue and 
gold beauty that belongs right 
alongside your ERASERSTIK. Ask 
your Stationer. If he doesn't yet 
stock STENOSTIK, send us his 
name and we'll see that you are 
supplied. Priced at 39c, less ina 
box of 3—the economical way to 
buy. 


A.W. FABER-CASTELL 
PENCIL CO., INC. NEWARK 3, N. J. 


DESIGN Pat. Pend. U.S. Pot. Off. 
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PLAN YOUR SCHEDULE 


this orderly, easy way 
with a 
1959 MONTH-O-RAMA 
The Whole Month’‘s 
Day-to-Day Plans 
Before You 





narvel how this appointment 

eps your sche nning 

ily. Plans, me ! s. in i 

ions, ete fit into an lerly pattern 
without conf I Month-O-R 

keeps a whole month's arrang ents be 
ore vou. Gives it perspectiv par 

ima you need to plan your t wisely 
Helps you sch i and kees ] 

your boss's plans 

Each mon S page is x 8 blo« 
off by days and neatly bound v 
spiral wire permanen Handy 


eep at desk, by phone, in brief case 


Onl 41> Siarwateed Send. Bhs g a cor tans 
y MONTH-O-RAMA, 6969 Amherst, Dept. T, St. Louis 5, Mo. 








BOMBAY 


(Continued from page 14) 

















To Girls Who Want 
to Earn More Than 
S100 a Week! 


Let Patricia Stevens Show You 








the Famous Model Way to 
».. Happiness in a High-Paying 


Career! 


> of 
all women who work make $1!00 a 

week? But a salary of $5,000 a year 
and over is not uncommon for 


Do you know that less than 1° 


Patricia Stevens graduates. Patricia 
Stevens training is your best insur- 
ance of success in any desirable, 
high-paying position that is open 
to women today. 

Phone STate 2-9100 


9 A.M. to 9 P.M., or mail coupon for 
FREE booklet ‘‘Behind -this Magic Door."’ 


Foi D isons 


22 W. Madison St., Chicago 2, 


America's Leading Schools In 
42 Cities Coast to Coast. 


Please send me FREE Booklet 
“Behind this Maqic Door" 














Name Age 
Address 
Dee Taylor ; City Zone__State 
Patricia Stevens 
Model 


Telephone Number____s——sSCSC<Sé 7-29 











at times, even canvassing business firms for advertisements. 

Flair's ofhce is anything but big. It's simply arranged—with 
desks, small tables, filing cabinets, British- and American-made 
typewriters, an armchair for visitors. But in spite of its small 
size, its perpetually busy, always friendly. 

The working day starts at 10 a.m., continues till 5:30. There’s 
half a day on Saturday. Indu, herself, puts in frequent overtime 

an act of loyalty since she doesn't get paid for it. At lunch 
time, the Flair girls order lunch in from a nearby restaurant 
so they can have time to chat. “And we don't always talk busi- 
ness, Indu smiles. 

Indu comes from palm-studded Mangalore on the picturesque 
west coast of Coromandel. Her father died when she was two: 
her mother, not daunted, set out to bring up her six children 
without assistance either from her husband’s family or her 
own. Consequently, Indu learned to fend for herself at a very 
early age. When necessity ended her education at the high 
school stage, she went to a business school to study typing and 
shorthand. Then came a move to Bombay and a search for a 
very necessary job. 

In Bombay, Indu moved into a minute flatlet with her sister 
and soon landed her first job with a small printing establish 
ment. Here she did not only typing and filing but in her spare 
time learned to proofread and set up type as well. Then she 
graduated to Trend (the predecessor of Flair) at a salary of 
$25 per month. Ten years ago that was considered a “good 
going” for a sixteen-year-old girl. 

Today, her monthly wage packet has risen to $94.50. Indu 
could earn much more—complete with fringe benefits—in a big 
commercial company, but she continues with Flair because 
“here | have much more responsibility than in a big office, and 
that's more important than money.” 

Until several months ago, it was somewhat easier for Indu to 
indulge her preference for interesting work rather than money. 
Then she shared a small apartment with an assortment of 
brothers and sisters—all contributed a share to its upkeep. 
But now she is married to a young production executive in an 
advertising firm—he earns no more than she does. She and 
her husband have a small apartment of their own—the rent, 
$52 a month. “Even so.” says Indu, “we plan to save between 
$20 and $25 a month so that we can ultimately buy an apart- 
ment and start a family—four years hence.” 

Indu is fond of clothes, movies, and books. Favorite reading 
material—novels, women’s journals, whodunits—with emphasis 
on those of Agatha Christie and Earle Stanley Gardner. As for 
clothes, she keeps well within her budget “since | go in mainly 
for cottons. Only rarely do I buy a silk sari (six yards), and then 
it must be of South Indian silk which is more lasting than nylon 
or chiffon.” 

This Indian secretary can cook, too, although her stints in 
the kitchen are confined mainly to the days on which her do- 
mestic helper is off. Meals are simple, strictly vegetarian. Fresh 
vegetables are bought daily from a nearby vendor; rice, wheat, 
and all kinds of spices add interest to various dishes. 

Like all Indians, Indu’s ties with her family have deep and 
strong meaning. Yet she, like her mother, is unorthodox, for 
although a Brahmin—Hindu priest class—she married a man 
of a different caste. “We went out together for four years before 
[ married him,” Indu says seriously, “so I know he'll be stead- 
fast.” She continues quickly, “The breaking down of caste 
barriers, particularly in a big city like Bombay, is inevitable.” 
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Indu Rao carries this serous, thought- 
attitude right into her office life as 
ell. She works well because she likes to, 
because she feels she owes it to her job. 
| nder law, for instance, she is entitled to 
month's privileged leave a year, plus 
seven days sick leave, and another. seven 
davs of casual leave. But in the last seven 
years, she has not taken her month's leave. 
‘Ours is a small office and once one ts 
given responsibility, one must discharge 
it.” Her attitude is not entirely typical 
though—in many of the more impersonal 
commercial undertakings, employees, pro- 
tected beth by law and by their unions, 
tend to watch the clock and be highly 
sensitive about their rights. 

Business conditions have changed con- 
siderably in the ten years Indu has been 
working. Schools and colleges have multi- 
plied they turn out graduates at a much 
faster rate than the Indian economy can 
absorb. Government employment ex- 
changes and employment agencies try to 
help out, but the waiting queues show no 
signs of getting shorter. Unlike Indu, most 
young job-entrants prefer to get into the 
bigger corporations where salaries and 
benefits are high. But to get in anywhere 
is becoming harder and harder. Secre- 
tarial appointments are going to those 


who hold commercial diplomas, have the 


necessary experience, efficienc Vy, and per- 


sonality. 
Indu Rao doesn’t have to worry, though. 
She has succeeded through hard work. 
diligence. a warm personality. As such, 
to $928 
she could well be a model for the women 


of oder | dia. 
modern India 11 COUNTRIES 
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creet, functional clothes at work. mostly 26 SAILINGS from NEW YORK 
three-piece separates since they afford JANUARY 17th thru MAY 29th 
the widest range of usability.” Sailing on Queen Mary, Queen Elizabeth, S.S. 

Far sllue cla@lcs. Cisle eis 0s baa. United States, $.S. Ryndam, Empress of England, 


S.S. Flandre, $.S. Statendam and Empress of 
Britain. European Grand Tour visiting England, 


ordering made-to-measure suits, coats. 


and dresses from Vienna’s leading Holland, Belgium, Luxembourg, Germany, Switzer- 
land, Liechtenstein, Austria, Italy, French Riviera, 


houses. She doesn't do much sewing on Monte Carlo. France. ALL EXPENSE—PERSON- 


her own—“small repairs, that’s all”— ALLY ESCORTED . . . includes round trip tourist 
but she constantly checks her wearing steamship passage, all First Class hotels, most 

el for tl li . meals, all sightseeing, First Class transportation 
apparel for the slightest spot, the slight- in Europe, transfers, and even tips. Later return 
est tear. “This saves money on costly re- if desired. Tours limited to 42 members. SEE 
pairs later on,” she explains, “and keeps YOUR TRAVEL AGENT OR WRITE FOR FREE 


. i BOOKLET NO. 73-B 
you out of embarrassment sometimes. 
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What of the future? Gisie knows that pet To CARAVAN TOURS, Inc. 
~~ ow 220 S. STATE ST. - CHICAGO 4, ILL 


she will always have a job at Kuefferle Please send Free Booklet No. 73-B 


or elsewhere for efficient secretaries are 





really scarce within the Austrian labor 





force. But the old song calls Vienna “a 








city of dreams” and like a true Viennese, 








Gisela Posselt has her dreams, too. Vienna .. . with cosmetics, accessories, 
“Marriage—provided | can find some- advice for the clients.” 

body coming close to my ideal. And if Those are the dreams. In the mean- 
| had the money, I'd like to open a very — time, Vienna is filled with gaiety, hard 


small, very personal shop in downtown — work, and good living. 
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KEE ox. MANUFACTURING COMPANY 


CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and 
selected independent stationers 
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“Secretaries never die... 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she looks 
—éverf at quitting time). She’ll tell you what nice copies she 
gets, how clean they are. And she’ll be equally enthusiastic 
over Grip-N-Pull’s other features—automatic warning of last 
typing lines, automatic rotation, automatic alignment. 


You too can stay young indefinitely* by letting Grip-N-Pull 
carbon paper make your work easier and pleasanter. And your 
boss will be interested in knowing that Grip-N-Pull, with all 
its advantages and long wear, still costs no more than regular 
carbon paper which does not have the exclusive patented 
features of Grip-N-Pull. 


*The only exaggeration (one we hope will 
cause a smile) in this message. 


Attach to letterhead and mail to 


Kee Lox Manufacturing Company 
Department TS-19, Rochester 1, New York 


Send free samples of Grip-N-Pull to: 


NAME 





ADDRESS-_ 
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January, 1959 
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reach high-level shorthand 
skill with these GREGG books 


EXPERT SHORTHAND SPEED COURSE 
Simplified Edition 
By Bianchard and Zoubek 


Instructors and stenographers heartily approve the 
effectiveness of this advanced book with its built-in 
teaching plan for the systematic development of short 
hand speed to expert levels. The book consists of 80 
assignments arranged in four parts. The first 40 assign 
ments feature 200 reporting shortcuts, five in each 
assignment. Each assignment, from 41 through 80, 
provides practice material in both type and shorthand. 
512 pp. List price, $4.75 


GREGG REPORTING SHORTCUTS 
Second Edition 
By Zoubek and Rifkin 


A compilation of several thousand reporting shortcuts 
used and recommended by successful Gregg reporters. 
Includes useful phrases, phrase families, medical words 
and phrases, legal words and terms, chemical terms, 
similar outlines, and a testimony “take” for practice. 
A counted key is provided for those who want to prac- 
tice the “take” from dictation. Ready in February. 


for specialized shorthand vocabulary 


GREGG MEDICAL SHORTHAND MANUAL 
AND DICTIONARY 


By Effie B. Smither 


Gives a comprehensive, 7000-word medical vocabu- 
lary; a basic knowledge of the formation of medical 
words; commonly recurring phrases; a detailed study 
of courtroom medicine; and detailed cases in both 
shorthand and type. Excellent for text and reference 
purposes. 320 pp. List price, $4.50 


HANDBOOK FOR THE MEDICAL SECRETARY 
Text Edition 
By Miriam Bredow 


An authoritative text-reference book giving complete 
“why and how” information about.secretarial duties in 
the office of the doctor, the dentist, and in the hospital. 
Provides complete information and instruction on 
medical office practices, procedures, forms, ethics, and 
terminology. Includes specific problems the secretary 
will encounter—spelling, grammar, punctuation, use of 
the telephone, patient histories, accounting, billing 
correspondence, personality, appointments, nursing 
techniques, and many more—without duplicating ma 
terials found in general secretarial books. Medical 
Vocabulary Drill provided at end of each chapter. 
Glossary of medical terms at the end of the book in- 
cludes definitions, pronunciation, and Gregg shorthand 
outlines. 384 pp. List price, $4.50 


HANDBOOK FOR THE LEGAL SECRETARY 

Text Edition 

By Leslie and Coffin 

A new text-reference book for training secretaries in 
legal work. Contains legal secretarial pointers, law 
office procedures, important points of law, legal dicta- 
tion in Gregg shorthand, and a glossary of legal terms 
with shorthand outlines. 384 pp. List price, $4.50 


Order from your nearest Gregg office 


GREGG PUBLISHIMG DIVISION 


McGraw-Hill Book Company, Inc. 


New York 36: 330 West 42nd St. Chicago 46: 4655 Chase Ave. 
San Francisco 4: 68 Post St. Dallas 2: 501 Elm St. 
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LEOPOLD STOKOWSKI 


(Continued from page 32) 
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TODAY'S SECRETARY 


- 


ral 


WORD 


TEASERS 


BY E. LILLIAN HUTCHINSON 


Each of the following 15 sentences is followed by four words or 
phrases. Select the one that you consider most closely matches 
the italicized word in the sentence. Then turn to the key on 


page 52 and score yourself. 


lt or 15 12 or 13 9, 10, 11 7 or 8 Below 7 
Excellent Superior Good Fair Poor 


, 


1. The ambiguous answers of the witness were stricken from 
the records. 


(a) complicated (c) obscure 
(b) clear (d) long 


- 


2. If you continue to procrastinate, your chances of winning 
the prize will be slim. 





(a) criticize (c) rebel 
(b) delay (d) complain 


The most salient claim for the machine is its great dura- 


bility. with new 


Ven dhesi 
(a) conspicuous (ec) ridiculous 


(b) inconspicuous (d) unbelievable ¥ i & aa - ce | «4 oe r : a te e 4 s 


1. The new gas station is a formidable competitor. 


(a) alert (ce) menacing Yes—labeling file folders is 
(b) underhanded (¢) enaperative now fast and clean—no longer 
a chore. There’s no sticky, 
gooey sponge to wet and handle 

...no bad-tasting mucilage 
to lick. Avery labels are on at 
the touch of a finger... 
easily, neatly and quickly. ° 
They're color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels. Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss’s business more profitable. 









- 


She based her need for a scholarship on the most tenuous “- 
ol reasons. 

(a) convincing (c) logical 
(b) extravagant (d) flimsy 


~ 


| wonder what Madge’s inscrutable smile indicates. 


(a) malicious (c) wry 
(b) misleading (d) mysterious 


7. His new secretary turns out a prodigious volume of 
transcriptions. 


(a) normal (c) commendable 
(b) tremendous (d) meager 


It would be to Jim’s advantage if he were more amen- 
able to suggestions. 

(a) responsive (c) patient with 
(b) grateful for (d) cautious about 
9. Such disregard of social custom would be incongruous 
in a member of Congress. 


(a) out of place (c) undemocratic ...to apply... easiest to 
(b) suitable (d) logical 


use...and color-coded, too! 


10. Despite his attempts to elucidate the last clause in the 
contract, none of us understood it. Available from your 


(a) apply (c) rephrase —_ d office 

aler—in 
(b) clarify (d) translate sheets of 8 labels 
with guide lines 
for uniform 





11. Those who indulge in recriminations 


(a) write letters (c) make accusations in return | ge ep 

(b) play games (d) have criminal records saat oat 
12 Gian cs a a — i _ . » the typewriter 
2. Since her illness, she has developed a querulous tone Hen per ol 

of voice. extended back- 

. = ing sheet! 
(a) questioning (c) satisfied 
(b) quivering (d) fretful 














13. The hair-raising adventures shown in the travel picture 
=P pagers : | AVERY ADHESIVE LABEL CORP., Div. 152 ; 

provided a vicarious thrill. Complete! | 117 Liberty St., New York 6 * 608 S. Dearborn St., 
(a) vicious (c) first-rate poe von He pg: : Bi = California Ave., Monrovia, | 
(b) second-hand (d) unforgettable office filing— | Offices My Other Trincipel Cites” a 

14. | = childhood, my aim has been to emulate the record ree dart Ah ma | Please send me samples of Avery file folder Labels. 
of my father. FREE samples of Avery | wy Name__ Position | 
(a) strive to equal (c) atone for file folder Labels— \ I | 
(b) exceed (d) forget - >| Company -| 

- : ‘ ... Then BUY 

|5. Mary is very meticulous about her appearance. them at your | adam ee poe fi 
(a) slovenly (c) conceited stationery dealer! | cy_______ Stste__________ 
(b) careful of small details (d) overconscious a ae a 


lanuary, 1959 * 











A 
With C*BeP There’s 
NO STAIN PROBLEM! 

It's a fact! Old Town's new, completely rev- 

olutionary Cobalt Blue Process IS CLEAN. 

COBALT BLUE PROCESS brings a new 

concept to spirit duplicating, eliminating the 

stain factor without sacrificing one bit of 

operating simplicity. 

® NO SPECIAL PAPER OR EQUIPMENT REQUIRED 

®NO COSTLY HAND CLEANERS NEEDED 

® CAN BE USED ON PRESENT EQUIPMENT WITH 

EXISTING METHODS 
® PROVIDES 350 OR MORE CLEAN, 
CLEAR, COPIES 

CeBeP is the ideal duplicating carbon for 

all PRINTED FORMS ¢ MULTIPLE SETS 

e CONTINUOUS FORMS e TELETYPE 

ROLLS e¢ TABULAR FORMS e HIGH 

SPEED PRINTER SETS. 

Call your nearest Old Town dealer (listed 
“in the Yellow Pages) for the CeBeP story 

.. or write 


OLD TOWN CORPORATION 
Established 1917 
750 Pacific Street 
Brooklyn 38, N. Y. 








Filing 
Problems 
In Your 
ii / Business? 





Then get the new R-Kive File—lightweight, 
portable, with many uses in office 
and home. Either letter or legal size 
folders fit in this one file. Strong, 
corrugated fibre board with handy “tote” 
openings front, side and rear for 
easy handling. Read-at-a-glance index 
area. Attractive, fade-proof finish. 


Rive File 


2 for $2 60 


Postpaid 





Write For Additional Information 


af ks, 


r 


fai «BANKERS BOX CO., Dept. TS-1 


Hon 2607 North 25th Ave. Franklin Park, Ill. 





RESEARCH PROJECT 


(Continued from page 11) 





point-blank to your embarrassment and 
sorrow. Be sure your lender understands 
how long it may be necessary to keep 
his material, and let him know if the 
time limit extends beyond that date. 

Remember that you can have photo- 
static copies made of rare old papers for 
comparatively little (your company may 
have a copy machine for this very pur- 
pose); and you can then return the orig- 
inals to their owners immediately. 

7. Get Permission: If you are dealing 
with an organization that has a member- 
ship list at which you have been allowed 
to peek and you wish to contact all or 
certain people on its roster, ask permis- 
sion before going ahead. Most groups 
are extremely fussy about this and want 
to protect their members from being so- 
licited for every cause that comes along. 
While they may not allow you to do a 
mailing, such organizations will often 
volunteer to contact members for you. 

Most large companies route all re- 
quests for information on their activities 
through their public relations depart- 
ment or representatives, so find out the 
policy before you write to the president 
who will only rechannel it to the right 
person. It can save you many days’ de- 
lay and will indicate to the people in- 
volved that you know the right approach. 

Remember that you must get the au- 
thor’s permission to quote from any book 
or magazine article at length. It is pos- 
sible to paraphrase an idea by saying, 
“As Dr. Joseph Zilch remarked in his 
book, The History of Modern Business, 
published by McGraw-Hill in 1957...” 
But even this kind of quoting cannot be 
carried on indefinitely. Write a simple. 
direct letter to the author in care of his 
publisher, asking for permission to quote 
from a certain chapter or page of his 
books (giving the exact material desired). 
Tell him how, where, and when this ma- 
terial will be used. and offer to send 
him a copy of the completed work for 
his files. Occasionally. a publisher or 
author will charge a fee. More often per- 
mission is yours for the asking. 

8. Check Your Own Progress: U it’s a 
really big project that will take several 
weeks or months to complete, keep your- 
self on the beam by reviewing what you 
have accomplished, where you are head- 
ing, and how you should proceed. A 
weekly schedule of calls, letters and in- 
terviews is imperative and serves as an 
excellent guide. And if your boss asks 
for a typed progress report, keep it 
brief. 

9. Follow Through With Your Infor- 





mants: We've already mentioned the im- 
portance of returning borrowed material. 
If you have also promised that any ma- 
terial you use will be verified with your 
source before it is put into final form, 
see that this important agreement is 
carried out. It can save your employer 
from the pitfalls of error (it can and 
does happen, even with the most careful 
researcher)—or what can be worse, the 
stigma of discourtesy. 

And do take the time to write a brief 
thank-you note to every person who 
makes the effort to help you in any way. 
Done as you go along, it’s not a tre- 
mendous chore and will create an even 
friendlier relationship for you and your 
boss in the future. 

10. Hang Onto Your Notes: Dow 
make the mistake of thinking that once 
you've completed your part of the job 
and turned over the reports and related 
data to your boss, you can blithely tear 
up your original notes. There’s always 
the possibility that some question may 
arise—the answer buried in your notes 
way back at the beginning. 

If, when your research is completed, 
your employer says to you. “You've done 
such an excellent job in assembling this 
material, Miss G. How would you like to 
take a crack at the first draft for me?”- 
you can consider it a compliment of the 
first order. (And we'll wager you'd be 
disappointed if he didn't ask you to do 
just that after all the time and effort 
you had put in.) 

But if your boss accepts your work 
with a routine thank-you and tucks it in 
his briefcase until he can concentrate on 
it at home, don’t feel unappreciated. 
Chances are he’s already thinking ahead 
to the next research job he can send your 
way as a reward for increased initiative 


and responsibility. Either way, you win. 





(Key to quiz on page 51) 
i. c; 2. b; 3. a; 4. c; 5. d; 6. ds 7. b; 8. a; 
9. a; 10. b; 11. c; 12. d; 13. b; 14. a; 15. b. 





(Key to project on page 43) 

LETTER 1 

Line 5—equipped, changes: line 7—con 
sultants: line 8-9—furnish, comma after 
materials; line 9-10—supervise, insta/lla- 
tions; line 11—compares (cost needs a sin- 
gular verb), favorably; line 13—no apos- 
trophe after Mr. Roberts; line 15—schemes; 
line 17—postage-paid card (one-thought 
modifier), setting; line 18—an, there 
LETTER 2 

Line 3—unable, whole; line 5—particular: 
line 6—temporarily; line 7—expected (not 
excepted), within (one word); line 8 
Tennessee: line 11—sent (scent is an odor) : 
line 12—received; line 15—wait 


TODAY'S SECRETARY 


shoppin 


THE BRIDE’S SECRETARY for the secre- 
tary-bride. White leatherette file provides 
finger-tip control of wedding information. 
Record guests’ names and addresses, invi- 


tation acceptances, and gift data on 200 
pink and blue 3 by 5 cards. Only $3.95, 
ppd.: from The Bride’s Secretary, Dept. 
I's. Box 7410, Washington 4, D.C. 





INSTALL YOUR OWN MUSIC SYSTEM with 
a compact speaker unit. Transports mu- 
sic from phonograph, radio, etc., to any 
part of home or office. Comes with cable, 
clips, and instructions; connects without 
soldering. Yours in blonde or walnut fin- 
ish, $10.95, ppd. Order from Hank and 
Sert. Dept. TS. Box 8338. Denver 10, 


Colo 





TISSUE AND TOWEL HOLDER-—-a must 
twosome for all kitchen emergencies. 
With this hang-it-on-the-wall container at 
hand, drying and wiping up is easy. 
\vailable in maple, nutmeg, or driftwood 
finish: 12 by 13 by 5 inches. Yours for 


$4.95, ppd.: from Moser Woodcraft. 


Dept. 27. Roge rs. Ark. 


nuary 1959 





ONE-CUP COFFEE MAKER for those who 
want coffee in instants, but not instant 
coffee. This individual coffee maker brews 
drip grind coffee right in the cup. No 
waiting or wasting. Yours in silver-tone 
polished aluminum, $1, ppd., or solid 
copper, $3. ppd, From Freco Enterprises, 
Dept. TS, Box 4933, Tucson, Ariz. 
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A KUT °N’ SERVE KNIFE so your cake 
won't go to pieces. Simply spread cutter 
to desired size, press blades through 
cake, and bring handles together, The 
cake’s on your plate without crumbling 
or fumbling. Only $2, ppd.: from The 


Randolph House, Dept. TS, 1540 E. 67 


t.. Chicago 37, Ill. 








WALLET sy fe 
PHOTOS PLUS 25« 
HANDLING 





60 for $2.00 plus 25 handling. 


MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 











FREE Beautiful is x iad 
PORTRAIT ENLARGEMENT 


with each order 


Famous Roy Wallet photos, finest silk, 
double-weight paper. 21." x 3'.". Send 
picture or negative with your order. 
Satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. 21, GPO Box 644, N. Y. 1, N. Y. 











Destroy unwanted hoir PERMANENTLY. Use con- 
veniently ot home. When you hove read our 
instruction book corefully and learned to use 

ig the new Mahler Epilator safely and efficiently, 
then you can remove unwanted hoir FOREVER 
MONEY-BACK GUARANTEE (Our 76th Yeor). 





MAHLER'S, INC, Dept. 859A PROVIDENCE 15, &. I. 











FISH ‘N CHIPS 


Start the year right with 
this fish pin which will 
brighten any outfit. Comes 
in a silver setting with 
**chips’’ of rhinestone, sap- 
phire, emerald, or peridot 
green. $2.95 ppd., tax incl. 
DOMINIQUE 


210 Fifth Avenue 
New York 10, New York 

















HOW T0 SPEAK AND WRITE 
LIKE A COLLEGE GRADUATE 


have helped thousands of men and women who have not 

had college training in English to become effective speakers 
writers, and conversationalists. With my new C. 1. METHOD 
you can stop making mistakes, build up your vocabulary 
speed up your reading, develop writing skill, learn the ‘secrets 
of conversation. You don't have to go back to school. Takes 
only 15 minutes a day at home. Costs little. 32-page booklet 
mailed FREE upon request. Send mea card or letter TODAY! 


DON BOLANDER, CAREER INSTITUTE 


Dept. E-1451-1, 30 E. Adams St., Chicago 3, Ulinois 
Please mail me your FREE 3@-page booklet on English 
Name a 





Address 


City Zon State 
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FOTO PLUS - 


Panel Edge Embossed 


WALLET 


PHOTOS 
25 FOR ONLY 


We pay postage — 
no other charges 





A 
c1¥ NEW EMBOSSED 
B DEEP-SUNK PANEL EDGE 

Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . . . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


Dept. S$ +- BOX 10 - NEW YORK I, N. Y. 








FORCES You To Save 


$100.00 a Year Automatically 


with each Perpetual Date & Amount Bank. 25c a 
day keeps Date up-to-date. Also registers amount 
saved. Forces you to 
save daily. or Calen- 
dar Bank won't 
change date. Use year 
after year. Save for 
gifts, car, vacations 
payments, etc. Reg 
$3.50—Now only 
$1.99 each; 3 for 
$5.75 ppd Airmail 
cash, check, or M.O. 
to LEECRAFT. Dept. 
TS. 300 Albany Ave., 
Brooklyn 13, N. Y. 











you can beat anyone in your office when it comes 
to centering. Just measure the line and read the 
Stenographic Centering Scales to see where to start. 
Only takes seconds—and you're 100% exact. 


For elite, pica, or variable-spaced type. 
ONLY $1.00, postpaid. Satisfaction guaranteed 
STENOGRAPHIC CENTERING SCALES 


Dept. T1, 1511 N. Algona 
Dubuque, lowa 








PILLOW 


ELECTRIC 
MASSAGE 


Your Cost 


Helps aching backs due to a 
muscular strain. Gets the - 
tightness out of neck and shoulders. Gives a gentle 
massage where needed. Relieves tired feet. Has washable 
cover. 8-ft. cord, and plug. AC only. Unconditionally 
guaranteed. (12.95 Value) 

COMBINATION HEAT & MASSAGE PILLOW 
Same pillow with heating unit. Has 4-position 
switch. Lifetime construction. Unconditional — 
factory guarantee. A ($19.95 Value) YOUR COST 

Money-back Guarantee 


JAY NORRIS CO., 487-TD Broadway, New York, N. Y. 
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SECRETARIES—STENOGRAPHERS 
TYPISTS—CLERKS 


New Home-Study Business Courses for Business 
Women. Skill-development, promotional, refresher, 
and beginning courses in typing, shorthand, tran- 
scription, dictation, filing, speed reading, spelling, 
vocabulary building, office machines, English, per- 
sonality development, business etiquette, and other 
business subjects. Special training courses for legal 
secretaries, medical secretaries, dental secretaries, 
insurance secretaries, receptionists, and civil service. 


Tests: Achievement, business, aptitude, mental abil- 
ity, interest, personality, vocational, self-appraisal, 
ond practice tests for CPS, CPLS, and other profes- 
sional and civil service exams. 


New Certified Professional Legal Secretary and 
CPS review courses, too! Write today for new 1959 
catalog. Business Research Associates Incorpo- 
rated, P. O. Box 7093, Long Beach 7, Calif. 











SECRETARY—GIRL OF THE YEAR 


or 
Where to Look for the Right Job 


Here is a factual, informative, 24-page job-hunting 
reprint from TODAY‘’S SECRETARY that describes 
briefly the national secretarial employment picture 
and then tells through case histories what it’s like 
to work in 11 different industries and professions. 
Especially of interest to the girl who wonders 
whether she is suited for a particular secretarial job. 
Price—25¢ per copy; $2.00 per dozen 
Send order with remittance to: 


TODAY’S SECRETARY 
330 West 42nd St., New York 36, New York 














Get FREE 
with your subscription 
to TODAY’S SECRETARY 


a copy of The Gregg Scrap Book, 62 pages of 
wit and wisdom, written in beautiful Gregg 
shorthand, by sending your new or renewal 
subscription to TODAY’S SECRETARY today. 
This offer is available for a limited time only. 


One year, $3 Two years, $5 
TODAY’S SECRETARY 229 Wes! 42°45. 
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REPRODUCE AND MOUNT your favorite 
photo in a 24-karat gold-plated frame. 
Send any picture or negative no larger 
than 5 by 7 inches. It will be reproduced 
in ivory finish and mounted under convex 
glass in a 33- by 434-inch frame. $2.49, 
Pp ypd. : : from Foto Plus Studios, Dept. 509. 
Englewood, N. J. 





A PORTABLE PLAYHOUSE, designed for 
the on-the-go housekeeper. This colorful 


washable cotton cover slips over any 
standard card table. Kit includes tin- 
kling doorbell and wooden tent pole for 
peaked roof effect. $3.98, ppd.: from 
Empire Enterprises, Dept. TS, 163 Man- 
sion St., Coxsackie, N. Y. 





TODAY’S SECRETARY 





YOUR HEART'S ON YOUR SLEEVE when 


a sil po 


complete the gem-like stone ensemble. 


Unique feature: The Lord’s Prayer can 

‘ be read through the center stone of the ‘ 
necklace. $4.95, complete: from Logan a o' or 
Produc ts, Inc., Dept. TAP-19, Box 5210, 5 le MOSTAGE 7 


Philadelphia 26, Pa. 
raduation portrait Pi 


















Made on the finest silk-finish, double 
weight paper by the world’s foremost 


* 


ACTUAL SIZE 

















22 x 32 wallet photo producer. Send ONE 
wiaaiad DOLLAR with your finished 
“et Ideal For Giving to graduation picture or glossy print. 
ame, | © FRIENDS Your original will be ed 
‘ey, © RELATIVES original wi return 
h ed with ord f 
decal © CLASSMATES unharmed with order in a very few K 
d Minimum order: 25 pict 
‘convex Smart Idea for ays. : pictures 
$2.49, x © COLLEGE & 308 from one pose. 
t. 509. APPLICATIONS ee mp ee eeaee 2 = = = a eee 
@ PASSPORTS & VISAS + LARGA-PIC — BOX Z- 20 ¥ 
Aad many other ests 8 BROOKLINE 46, MASS. 5 
4 
Enclosed is $......... for pictures : 
Address ............ mane’ i 
City Zone( ) State : 
"5 2 oe e 2 ee eS eS me me ee ee Um me a 













































































ONE OF THE ROVING KIND, this “Quick . 
Press” Folding Ironing Board. For “all THE ABC’S OF BOOKKEEPING -? | i 
aboard” ease, the 23'2-inch traveling Complete bookkeeping course by CPA. Eleven chapters, : 
board folds to 11'-inches. Comes com- = eae and ee ee oo 
. sets. u e tor career giris an Ousewives ( ap- = 
oe.) plete with pad, silicone cover, and simu- ter 11) to keep simple yet efficient records. $1.98 ppd i into DOLLARS! 
‘ late 1 leather case. Yours at $5.50, ppd. FREE LITERATURE AVAILABLE = NEW songwriters, poets share $33 millions 
% a i na j yearly. Songs Composed, PUBLISHED, i 
Order from Jeb’s On the Sante Fe Trail, Fineline Co., Dept. 511 + ; Promoted. Appraisal. info FREE from t 
eos, TH, Waweile, Me. 303 Fifth Ave., New York 16, N. Y. . FL NORDYKE Music Publishers | 
ei PELEES 6000 Sunset, HOLLYWOOD 288, Calif. | 
naser Sotled/ — _ 
Eraser 5: SECRETARIES 
For tidief typewritten work you need 
MAGIC MESH — cleans erasers for CONFIDENTIAL LOANS 
cleaner corrections! Banish erasure ‘ 
smudge. . . keep copy sparkling fresh. er $300 a saan, amsamend only. 
tl Sie epay in small monthly payments. 
C4 f Details free—write today 
MAGIC MESH CO. ~ » 
¥ Falls Station, Box 801 CHAS. D. JOHNSTON, Manager 
d for Patent Applied For Niagara Falls, New York Brundidge, Ala. 
lorful 
r any 
s tin- 
le for 
c fo WALLET PHOTOS 
rom 
Man- WALLET PHOTOS 
td , sf 
VWad-'em-to-Satlem 
PRICE LIST* 
Package 
A 25 SILK FINISH, DOUBLE $7.00 
_WEIGHT, PORTRAIT PAPER D.p. 
B \3 CUSTOM “THINSIES” $1.00 
Electric Foot Warmer — en Ms Rd 
7 PLASTIC COVERED IDEN- 
No more cold feet keeps your feet and Cc | TIFICATIONS & PHOTO. 
ankles comfortably warm. The Electro Mat is __|__™ (Using your wallets) 
. de of oil-resistant rubber. Operates on any 
BRAND-NEW—BRAND IMAGE, the game made OF 01 : ’ 
Of advertisin Team-against-t - ' lult 110-volt AC or DC outlet, consumes less than We pay postage on these packages. 
sing. leam-against-team adi ” ” 
. ; 100 watts ... 14° x21 Can be used by oe 
parlor game for 2 to 22 players. Chal- 5 ain “Wlad- ‘em-to-Satem 
% ‘i P a é anyone in ofhce, store, factory, Of house 
enges ability to identify slogans and 12-mo. guarantee. Only $7.95 ppd. Interstate SALEM PHOTO, Box 271, Salem, Mass. 
symbons used - ads and commercials. Rubber Products Corp., Dept. 402, 906 *Be sure to enclose portrait, snap, or negative which 
kaged with instructions and score pad Avila Street, Los Angeles 12, Calif.; 9108 will be returned with your photos. Indicate pockages 
+3, ppd. From Lilco, Inc., Dept. TS, Meyers Rd., Detroit 28, Michigan. wanted by letter and enclose correct amount. Printed 
60 | 9 < N oe nome and address assures best service. ‘‘You'll love 
y Rin ew York i, Bs your pictures of money returned.*’ 








January, 1959 


wn 
17) | 

















NORWAY 


Back in 1948. two Norwegians. Mrs. 


Elisabeth Juel and Mrs. Else Winderoe 


decided that something should be done 


to help the overworked business firm. 


the in-a-hurry foreign businessman. the 


confused tourist. The result of their 


thoughts was a new institution, Contact 
service. 

Contact Service operates much like 
temporary help services in the United 
States. It is ready to supply on short 
notice practiced and experienced assist- 
ants for any number and kind of jobs. 

\ Norwegian insurance company may 
need six typists for a rush job... an 
\merican manufacturer may want a sec- 
retary to take his letters during a two- 
week stay in Olso ...a Spanish executive 
may require a bi-lingual secretary-inter- 
preter to sit in on a conference ... an 
Indian may want a guide for his visit 
to Norway. Contact Service can and will 
do eee 

“We have a large file of very capable 
people.” says Mrs. Juel. “We can usually 
find the best person available for every 
job—with the least possible delay.” 

Staff members are free to choose their 
own working time. Some are full-time 
workers; others work only in the morn- 
ings or in the evenings. Naturally. this 
system has great appeal for former office 
workers, housewives, even college stu- 
dents. There have even been some Amer- 
ican girls who decided to spend several 
months in the Land of the Vikings using 
their secretarial skills to provide the 
necessary money. 

Famous people and interesting jobs 
are almost routine at Contact Service. A 
young couple from the North wanted to 
get married in Oslo and had the firm 


make all the arrangements for their wed- 
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ding. H.R.H. the Crown Prince of Japan 
used the Service when he visited Norway. 
\ film manuscript had to be translated 
and typed overnight. An American want- 
ed to learn Norwegian in a few days... 

Traveling in Norway? Need any help? 


Trv Contact Service. 


NEW YORK 


\ short time ago. six young ladies 


came winging into New York from sev- 
eral corners of the globe. They were all 
secretaries. all winners in a “Miss Inte1 
national Secretary. contest sponsored by 
the Remington Rand International Divi- 
sion of Sperry Rand Corporation. 

The group was officially welcomed on 
behalf of all American secretaries by 
Mrs. Genevieve Bell, selected by NSA as 





the “United States Secretary of the 
Year.” Then the fun began 

There was a luncheon at the United 
Nations building. a visit to City Hall. a 
reception at the Overseas Press Club, an 
appearance on the “Jack Parr” television 
show, a tour of the Remington Rand 
headquarters. There were tours of city 
landmarks, visits to museums, famous 


restaurants, and nightclubs. 


The girls managed to do very well on 
their visit to the United States. “Ex- 
tremely well, in fact.” said Patricia 





Todd of England. “I even made a trip all 
the way to Brooklyn!” Pretty Emilia 
Branco de Faro of Brazil charmed every- 
one with her shy smile. Jacqueline Wolf 
of France tried a different—and delight- 
ful technique. She handed out lovely 
little bottles of France’s prized perfume 
—with Germany's multi-lingual Liesbeth 
Haegele acting as interpreter par excel- 
lence. Zuelma Sullivan of Argentina got 
her trip extended all the way to the West 
Coast (“Vacation time.” she smiled). 
and peppy little Marisa Salerno of Vene- 
zuela was most enthusiastic over “those 
\merican men!” 

A lot of fun and a lot of excitement 
but in order to achieve it each girl had 
competed with thousands of secretaries 
in her own country, answered numerous 
questions on such subjects as personality. 
aptitude, secretarial skills. Then six fi- 
nalists were chosen in each country. 
brought to its capital city for a_ final 
“going-over” by a board of experts be- 
fore the final winner was chosen. 

Was it worth it? “Yes. yes. ves.” 


chorused all six secretaries at once. 


GERMANY 

If youre a fraulein with a flair for 
the secretarial. chances are you'll en- 
roll in Helga Braun’s Frankfurt Studio 
for Secretaries. 

Established in 1953, Frankfurt’s an- 
swer to Katherine Gibbs features a four 
month, forty-five hour course for com- 
mercial school graduates and ambitious 
stenographers who believe practice 
makes perfect. And practice they do... 
for three hours. one night a week. 

The Secretarial Studio aims to “de- 
velop the ideal secretarial type through 
modern, practical, and individual instrue- 
tion.” Each student is trained in the prac- 
tical and social graces required in spe- 
cific types of business. A thumbnail 
sketch of the curriculum: job application 
advice: on-the-job training including dic- 
tation, mail and telephone techniques: 
and the how-to of business machines. 

For the secretary who travels, there 
are hints and helps on hotel living. For 
the secretary who would like to travel 
facts concerning income tax and deduct- 
ible expenses. And for everyone, advice 
on secretarial attire and cosmetics. 

But . . . perhaps you are not within 
commuting distance of Frankfurt. Then 
the holiday plan is for you. Vacation 
courses are offered at Glashuetten. 

Either way, pupils who pass school 
examinations are eligible to apply for 
their “geprufte Sekretarin DSV”, the 
equivalent of our CPS rating. 

Next stop . . . Frankfurt! 


TODAY’S SECRETARY 


Esterbrook Makes a Point—for Bess 





Wee Steno Bess was sent to see 
The personnel man at McGee. siaitaniaees 
He sought the very best in town <0 





For busy, grumpy Mister Brown. 





“Bess,” he warned, “the girl we need 
Must take Gregg with engine speed. 
Correspondence will be VAST!” 
Bess said, “Esterbrook is fast!” 


What poise! Of course, she’s referring to Esterbrook’s 
comfort and smooth writing ability. ) 











“Too,” he said, “‘and in conclusion, 
Mister Brown won’t take intrusion. 
Accuracy’s a must, I fear.” 


Always! Esterbrook’s Gregg-approved point |No. 1555] 
writes the even line so important for legible Gregg! 





2 Mister Brown now cracks a smile— 
Work flows like the River Nile. 
““She’s a jewel,” he crows in praise! 

“Tl put that girl in for a raise!” 


(I should hope so!) 








Bess didn’t get a chance to mention that Esterbrook is the only fountain pen 
with a Gregg-approved replaceable point (No. 1555). (Just one of 32 
precision-made points. One for every writing need. 






Or, that you can replace damaged points in seconds — for an economical 60¢. 


Gsterbrook —the only Gregg- 


approved pen with replaceable points. Just $2.95 





And the responsiveness of the REMINGTON ence, a choice of over 100 type styles, and 
STANDARD” “Speed Flight” touch brings a clean-cut typewriter beauty available in a 
new world of ease to your typing day. Only —_ wide choice of decorator colors. This qual- 
through the manufacturing experience of _ ity can only come from Remington Rand... 
Remington Rand can you obtain such beau- _ producers of over 17,000,000 typewriters — 


tifully consistent printwork and correspond- millions more than any other manufacturer! 


Remington. Fland 


DIVISION OF SPERRY RAND CORPORATION 


Write for folder R8959 to Room 1136,315 4th Avenue, New York 10,New York. Or call your local Remington Rand Office today. 





